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This manual has been prepared by staff of the Montana 
Women’s Prison to assist offenders and to explain the existing 


programs and rules and regulations. 


MISSION STATEMENT 
The Montana Women’s Prison is committed to fulling its 
obligation to the citizens of Montana by providing female felony 


offenders an environment emphasizing accountability, 


productivity and personal growth in a secured setting. 
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MONTANA WOMEN’S PRISON 
RECEIPT FORM 


I. INMATE HANDBOOK 
I UNDERSTAND THAT I HAVE RECEIVED AND AM RESPONSIBLE TO 
READ THE CONTENTS OF THIS HANDBOOK AND TO SEEK AND 
RECEIVE CLARIFICATION OF ANY AND ALL PORTIONS OF THIS 
HANDBOOK THAT IDO NOT FULLY UNDERSTAND. 


INMATE INITIAL STAFF INITIAL 


Il. M O SP W R 
I UNDERSTAND AND AGREE THAT ALL PERSONAL PROPERTY ITEMS 
ARE POSSESSED AT MY OWN RISK. I FURTHER AGREE THAT I WILL 
NOT HOLD THE MONTANA WOMEN’S PRISON RESPONSIBLE FOR ANY 
LOSS, DAMAGE, OR DESTRUCTION OF MY PERSONAL PROPERTY 
WHICH MAY OCCUR DURING MY CONFINEMENT. 


INMATE INITIAL STAFF INITIAL 


Il. INTAKE PACKAGE 
I ACKNOWLEDGE RECEIPT OF THE FOLLOWING ITEMS: 
TOOTHBRUSH, TOOTHPASTE, HAND SOAP, DEODORANT, PENCIL, 
COMB, WRITING PAPER, ENVELOPES, AND VISITING FORMS. 
INMATE INITIAL STAFF INITIAL 


I HAVE READ ARTICLES I THROUGH III. I UNDERSTAND, AND HAVE 
RECEIVED THE ABOVE ITEMS. 


INMATE SIGNATURE DATE STAFF SIGNATURE 
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SECTION 1 


Mission Statement 
Introduction 
Expectations 


Program Handbook 


In rientation Man 
Mission Statement 


The Montana Women’s Prison is committed to fulfilling its obligation to the citizens 
of Montana by providing female felony offenders an environment emphasizing 
accountability, productivity and personal growth in a secure setting. 


Introduction 
This manual js designed to serve as a handbook for information you will need during your 
incarceration at Montana Women’s Prison and to outline our expectations of you. We 
will make every effort to provide an environment that encourages positive change and 
personal growth. You are to be treated with respect and dignity and are expected to do 
the same to the other inmates and staff. You will be provided with as much privacy as is 
possible without compromising the security and order within the prison. You will be 
provided opportunities for programming that will allow you to succeed upon your release 
from MWP. 


Expectations 
You are expected to follow the rules, be responsible for yourself and be 


accountable for your actions both past and present. You are expected to greet staff and 
volunteers as either Mr., Ms., or Officer. First names are discouraged. You are 
expected to maintain the cleanliness and repair of your physical surroundings. Damage to 
the physical plant and furnishing is not tolerated. You will be required to pay for 
anything you intentionally damage. 


You are expected to treat your fellow inmates, their property, and their feelings 
with the same consideration and respect with which you wish to be treated. This is a 
group living situation and a great deal depends on interpersonal communication skills. 
You are only responsible for yourself while you are her, no one else. Your decisions, 
choices and the adjustment you make here will be monitored by many individuals 
including the Board of Pardons and Parole, institutional administrators, treatment staff, 
correctional staff, fellow inmates, and members of your family. 


Your sentence is your punishment. Further punishment can only occur if you 
break the rules. The consequences of breaking rules are spelled out in the Rules and 
Discipline section of this handbook. It is your responsibility to learn and follow the 
rules. You are encouraged to become familiar with all rules and policies and ask 
questions if you do not understand what is required. 


Jo Acton 
Warden 


Montana Women’s Prison 
Program Handbook 
1997 


The administration and staff of the Department of Corrections and the Montana Women’s Prison 
believe that Programs are important components of your incarceration. The mission statement of 
the Department of Corrections states “The Department of Corrections is dedicated to public 
safety and trust by holding adult and juvenile offenders accountable for their actions through 
custody, supervision, treatment, work and skill development.” Programs at MWP apply to the 
treatment and skill development portions of this statement. The administration and staff of this 
facility expect that you will be actively participating in a variety of programs and strategies for life 
style changes while you are incarcerated. 


Our goal is to provide you with the opportunity to develop the necessary skills to make positive 
changes in your thinking, behavior, and life style. Program Team will make specific 
recommendations based on information you will give us through the intake process and testing. 
This will include a medical history and evaluation, mental health/chemical dependency ribomee Oo 
educational testing, and foes history. 


The Program Team consists of the Clinical Services Director, Case Managers, Teachers, 
Registered Nurse, Kitchen Unit Supervisor, Chemical Dependency Counselor, and Mental Health 
Professionals. The Clinical Services Director facilitates a weekly Program Team Meeting to 
develop program agreements, coordinate inmates schedules, make recommendations and assess 
progress of inmates toward their goals. The Team is committed to respecting the confidentiality 
of the information presented and developing individualized programs. 


There are three types of programming categories within the Montana Women’s Prison; court 
ordered, treatment/program recommended and optional. Please see detailed explanation under 
Programs. 


We are very pleased with the variety of programs we have to offer you during your incarceration. 
We encourage you to use your time at MWP wisely and develop the skills you will need to get 
your life on a successful track. It is also important to remember that programs and treatment will 
follow guidelines that contribute directly to the security functions of the prison. 





Programs 


There are three types of programming categories within the Montana Women’s Prison: court _ 
ordered, treatment recommended and optional. 


*Court Ordered - When the judgment is issued, the judge can include a recommendation 
or order for completion of specific program(s) while incarcerated. If the inmate is 
able, but chooses not to participate in the program(s) she will be considered 
ineligible for parole by the Board of Pardons and Parole until the program(s) is 
completed. Additionally the Montana Women’s Prison may not recommend 

placement in a community based program such as Pre-release or the Interisive 
Supervision Program. Ifthe inmate continues to be non-compliant with court 
ordered program(s) they can expect to remain at the Montana Women’s Prison 
until their discharge date. 


*Treatment Recommended - During the intake process the inmate is assessed by the 
mental health, education and chemical dependency departments. Based on the 
crime committed and the findings of those assessments, appropriate programs are 
recommended by the Montana Women’s Prison. If the inmate is able, but chooses 
not to participate in the recommended program(s) she will be considered “non- 
compliant” on the classification instrument. Compliance in all programs except 
one is still considered “non-compliant” and results in a higher score on the 
classification grid, which could result in a higher or more restricted custody level. 
Non-compliance will also be reflected in reports for parole, pre-release or I.S.P 
consideration. Inmates who are non-compliant with programs may not receive a 
recommendation from the Montana Women’s Prison for placement in the 
community. 


*Optional - The Montana Women’s Prison offers a variety of programs. Inmates are 
encouraged to participate in programs that interest them and are not limited to 
ones that are recommended or court ordered. However once a program has been 
started it is the obligation of the inmate to continue participation until completion. 
Simply “dropping” a program without consulting with and receiving the approval 
of the facilitator is not acceptable and will be considered “non-compliant” for 
classification and community placement. 


Programs can supply the skills and knowledge necessary to become an accepted and productive 
member of the community upon release. It is the goal of the Montana Women’s Prison to provide 
programs that are beneficial socially, morally and mentally to the facility’s population. 


INDIVIDUAL PROGRAM DESCRIPTIONS 


CASE MANAGEMENT 


There are two full-time case managers on staff at MWP. The case managers have a multitude of 
duties that are essential to monitoring inmates progress through the prison system. They are 
responsible for the monthly re-classification process, monthly parole reports for submission to the 
Board of Pardons which involves development of resident release plans and assessment of 
progress within the institution. Case managers are involved with the development of:program 
assignments and contracts, crisis interventions, and one to one contacts with inmates. They are 
also responsible for organizing pre-release packets. 


CHEMICAL DEPENDENCY PROGRAM 


All women entering the correctional system complete a chemical dependency assessment as part 
of the intake process. If you have chemical dependency issues, you will be referred to one or 
more of the Chemical Dependency Program components: 


Basic Drug and Alcohol Education - an 8 -session “Wellness” course taught by an instructor from 
MSU-Billings. This program is recommended for all inmates. 


ADSP (Addictive Diseases Study Program) -an inmate-facilitated program. 


Intensive Chemical Dependency Program - a 12-week lecture/therapy group facilitated bya 
Certified Chemical Dependency Counselor. Participants attend 10 hours of group per week; and 
attend two 12-step meetings per week. 


Chemical Dependency Aftercare - a 12-week lecture/therapy group facilitated by a Certified 
Chemical Dependency Counselor is available for women who have completed the Intensive 
Chemical Dependency Program at MWP. Participants attend 3 hours of group per week; attend 
two 12-step meetings per week. 


MRT(MORAL RECONATION THERAPY)PROGRAM 


MRT is a treatment group designed to enhance ego, social, moral, and positive behavioral growth 
in a productive, step by step fashion. All women entering the correctional system are referred to 
an MRT group. There are currently three MRT groups available. The groups are facilitated by 
Prison staff. 


EDUCATIONAL PROGRAM 


The Educational program at MWP consists of three separate components. 


1. GED preparation-General High School Equivalence Diploma 
2. ABE - Adult Basic Education 
3. Vocational Education 


During the initial intake process at MWP your educational skills will be evaluated using the TABE 
(Test of Adult Basic Education). If after completing the TABE, and your skills are found to be 
below employment level (8.9 grade level) in Reading or Math, you will be assigned to Adult Basic 
Education to allow you to review and update your skills in these areas. 


The GED program helps you study for, and complete the five parts of the GED Test so you can 
obtain your High School Equivalency Diploma. If you do not have a High School Diploma you 
will automatically be enrolled in the Education program. 


The Vocational classes are primarily involved with learning to use the computer and computer 
programs that will help you obtain employment. There are a variety of computer programs taught 


at MWP. All students need to take the Introduction to Computers class and the Basic 
Keyboarding classes or demonstrate by examination that you already have these skills. 


Classes currently available are: Windows, WordPerfect, Microsoft Works, Quicken, and other 
special classes are offered. 


If you plan on attending college after you leave MWP you can take certain vocational classes for 
College Credit. Credits are issued by Montana State University-Billings. 


MWP WELLNESS PROGRAM 


The Wellness Program consists of a series of classes which focus on providing female inmates 
with the information necessary to the development of healthy behaviors and lifestyles. The 
program was developed by a committee of facility and community professionals knowledgeable in 
health and wellness issues. Inmates were involved in providing input into topics to be addressed. 


Each class is offered as the professionals are available to devote their time. All of the classes are 
recommended for all inmates. Please sign up as they become available. These include: 


HIV Prevention and Awareness Coping with Anxiety and es 
Basic Drug and Alcohol Education Women’s Wellness 
Introduction to Physical Fitness Basic Nutrition 


Other Wellness classes are offered on an optional basis. All of the classes are taught by 
community professionals in their area of expertise. Many of these professionals volunteer their 
time and talents to the program 


MENTAL HEALTH CARE 


“Mental Health is the adjustment of human beings to the world and to each other with a 
maximum of effectiveness and happiness. Not just efficiency, or contentment, or the grace of 
obeying the rules of the game cheerfully. It is all of these together. It is the ability to 
maintain an even temper, an alert intelligence, socially considerate behavior and a happy 
disposition. This, I think, is a healthy mind.” 

Dr. Karl Menninger 


Mental health care for the inmates at the Montana Women’s Prison is provided through 
contracted services from the Mental Health Center of Billings. The Clinical Services Director, the 
Psychiatrist and Mental Health Treatment Aide are employed by the Mental Health Center. Other 
Mental Health Professionals are hired on an as needed basis to provide your mental health care. 


The first mental health activity you will be asked to complete is the intake. This is a 
comprehensive personal history, mental status, and chemical dependency interview process that 
will also include questionnaires and psychological testing. The purpose of the intake is to develop 
a plan for your mental health care while you are in prison. Your plan will serve your needs best if 
we are aware of your psychiatric needs, chemical dependency issues, emotional vulnerabilities or 
traumas, and general psychological stability. 


Next you will be required to have a minimum of 8 sessions of Adjustment Counseling with the 
Mental Health Treatment Aide. The purpose of Adjustment Counseling is to give you a chance to 
talk with a trained professional about needs and concerns you have about yourself and being in 
prison. You may also be experiencing situational depression and anxiety. These are common and 
expected responses to a major stressor such as incarceration. Also, withdrawal from alcohol and 
drug use can cause short-term emotional instability. Many of these symptoms will stabilize with 
support and abstinence. Although Adjustment Counseling is not technically therapy, it is an 
opportunity for you to sort through uncomfortable feelings in a confidential manner. 


You will also complete a recommended mental health strategy course called Personal Skill 
Building. This course focuses on emotional regulation skills, anger management, interpersonal 
effectiveness, criminal thinking errors, distress tolerance strategies, and general mindfulness skills. 
You will be expected to use these skills and strategies while you are here at the prison and 
hopefully when you are released into the community. You may be asked to write explanations for 
inappropriate behavior and develop a strategy or solution based on information learned in this 
course. This is called a Behavior Chain Analysis of Problem Behavior. Individuals will graduate 
from this group based on attendance, completed homework assignments, application of skills in | 
prison environment, cooperation and participation in course discussions. 


You may be recommended to participate in group therapy. Current group therapy options include 
Trauma Group for persons who have been exposed to traumatic events and have developed 
symptoms of posttraumatic stress, Domestic Violence Group for persons who have experienced 


abuse in relationships; and Sexual Offender Group for persons required by court order to 
complete this type of treatment. Other specialized groups will be offered periodically on an as 
needed basis. 


Other services will be provided for inmates based on emotional needs and psychiatric medical 
necessity. These services are determined through a clinical assessment of problems and 
recommendation by Mental Health Professionals. These services include Intensive Mental Health 
Treatment Unit, individual therapy, psychiatric care and medication, and emergency evaluations. 


Intensive Mental Health Treatment Unit is specialized housing for inmates who are experiencing 
intense psychiatric symptoms and are unable to manage their symptoms in the general population. 
Most often placement in this unit is short term. The goal of the Unit is to help individuals stabilize 
their symptoms and return to the general population. However, some individuals have more long 
term problems and may need to live in the Unit on a more permanent basis. The Unit consists of a 
dorm room and a day room. Placement in the Unit does not change your classification level nor 
should it negatively effect your consideration for Pre-release, Probation, or Parole. 


Individual therapy is a service that is offered when there are specific issues that cannot be dealt 
with in group therapy, adjustment counseling, or other mental health programs. This is a service 
that will be offered after careful consideration of the issues and agreed upon by the mental health 
team. 


Psychiatric care and medication are available to inmates who need medical assistance to manage 
the symptoms of a psychiatric problem such as major depression, anxiety, hallucinations and 
delusions, and dementia. It is advised that inmates do not discontinue medications without 
consulting with the psychiatrist first. Uncomfortable changes in mood and thinking patterns can 
occur when medications are stopped abruptly. The psychiatrist is available for two to three hours 
a week. You will be scheduled to see the psychiatrist for evaluation if recommended by the 
Clinical Services Director, medical staff, mental health staff, or the Warden. You may also 
request to see the psychiatrist through a kite to the Clinical Services Director. 


Emergency Evaluations are requested by Shift Supervisor when it is determined that an inmate is 
presenting symptoms that need immediate attention. The Mental Health Center provides these 
evaluations. 


Mental health care at the prison is designed to help you adjust and maintain stability while in 
prison. It is our goal to assist you in managing your own problems and develop the skills you 
need to manage your emotional and psychological ups and downs. Mental health services will 
support the disciplinary responsibilities of the prison and hold you accountable for following the 
rules. 


Joan F. Daly LCPC, CRC 
Clinical Services Director 


Attached are your Program Agreement and Program Contract. We will meet with you 
individually to complete these forms so that you will have a better understanding of what is 
expected of you in the programs at Montana Women’s Prison. If you have any questions please 
ask a staff member. 


I have read and understand the information presented to me in this handbook. 
Inmate signature: 
Date: 


Witness: 


Montana Woman’s Prison 
PROGRAM CONTRACT 


J AO# 


a ee oe See Ee St 
understand that by signing this contract I am committing to the rules, regulations and 
requirements for each individual program. I will be given the requirements of each 
recommended program upon entrance into the program. 


1. 


I commit to regular attendance and active participation as required by each 
program. 


I understand that any unexcused absence is cause for dismissal. To obtainan 
excused absence I will get prior authorization from the staff facilitator. If I am 
unable to attend for medical reasons I will be responsible for notifying the staff 
facilitator prior to my absence. 


I understand that all information revealed in groups is confidential and. that any 
breach of confidentiality is subject to automatic termination. 


If dismissed from any program, the length of termination will be determined by 
the Program Team at the next scheduled meeting. 


I understand that failure to comply with recommended programs could adversely 
affect classification and Board of Pardons recommendations. 


] agree to sign up for Wellness Programs as recommended as they become 
available and that if I don’t sign up, I understand that the Program Team can assign 
me if I am available at that time. This is due to the variability of the Wellness 


Programs. 


A copy of my program recommendations has been provided to me. 
Initials 


Inmate Signature 
Program Team Member 
I refuse to participate in recommended programs. asian 





Inmate Signature 





Program Team Member 


INDIVIDUAL PROGRAM AGREEMENT 


..<y: C/O = Court ordered treatment T/R = Treatment recommended by Montana Women’s Prison 
I/S = Program selected by the inmate for personal interest 
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INDIVIDUAL PROGRAM AGREEMENT 
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SECTION 2 


Classification Policy 
Rules and Discipline Policy 
Visiting Policy 
Secure Housing Policy 
Correspondence Policy 
Property and Contraband Policy 
Grievance Policy 
Parenting Policy 
Offender Search Policy 


_ Urinalysis Screening Policy 








MONTANA WOMEN’S PRISON 
POLICIES AND PROCEDURES 
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I. POLICY: 
It is the policy of the Montana Women’s Prison to classify offenders in a manner which will ensure 
public safety and provide for safe, humane treatment, by housing offenders together who have 


similar supervision needs when it is in the best interest of the facility to do so. 


Il. AUTHORITY: 
53-1-203, MCA. Powers and Duties of the Department 


Ill. DEFINITIONS: 


Classification is a means of identifying and categorizing various offender traits, characteristics, 
potential risks and supervision needs in order to ensure public safety, secure facility/program 
operations, and determine offender placements which provide for a safe, humane correctional 


environment. 


Objective Classification means a rational, consistent and equitable method used to assess the 


needs and risks of each offender. 


Qverride means placement of an offender at a specific custody-supervision level which is 
different than the original custody level obtained from the point score. Overrides take into 
consideration mitigating and aggravating circumstances and are utilized to address management 
issues that warrant attention and possible intervention by staff in the form of special housing 


and/or supervision. 








CRETE US Sas EAP MRRASE eee -. peace 
Policy No.: DOC 4.2.1 | Chapter: Facility/Program Services Page 2 of 7 | 
S 


ubject: OFFENDER CLASSIFICATION PROCEDURES 





Direct Supervision means constant, uninterrupted supervision of an offender. Staff must be in 


the immediate presence of offender at all times. 


Indirect Supervision means a non-routine lapse in Direct Supervision is allowed for short, 
temporary periods of time provided the offender is in a secured area or, staff may have visual 
supervision of offender without being in the immediate presence of the offender. (i.e. offenders 
working in industries or food service, or on the housing unit being supervised by the officer in _ 


the control area) 


Moderate Supervision means offenders may be in an assigned area without the immediate 


presence of staff, but are checked on at frequent, non-routine intervals. 


IV. PROCEDURES: 
The Montana Women’s Prison will objectively classify offenders based on an assessment of risks 
and needs. The system is designed to provide an incentive to offenders to achieve personal, court- 
ordered, and recommended program goals that may allow them to be classified at the lowest 


custody level consistent with their risks and needs. 


Offenders will not be classified or housed by race, color, creed, or national origin, but may be 


separated by legal status, or for other correctional management reasons. 


To make detailed individual assessments, staff will solicit information from courts, social 
service agencies, presentence investigation reports, and other resources to ensure the 


broadest possible range of information is available on which to make classification decisions. 


Each offender’s custody level and placement will be assessed and determined in a manner that 
is consistent with public safety and the information about that person. Classification staff may 
consider any other available information they deem relevant in making classification decisions, 


and document those reasons in classification files. 
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The Classification assessment will help classification staff identify and make appropriate custody 
decisions for inmates who: 

© are predatory or have a significantly greater potential than other prisoners to become 
involved in assaultive behavior, disruption, violations of the law or facility rules and 
regulations; 
have communicable diseases which could infect other prisoners; 
have a high degree of vulnerability; 
are potential escape risks; 


o O=< oF © 


have the potential for other problems, such as but not limited to, mental or emotional 
problems, suicide risk, gang affiliation, sexual identity problems, medical problems, or 
other special management needs; and 


o have treatment, education or other program needs. 


1, Override 

Factors to be considered that may result in an override of objective classification scores include 
the following: 

0 psychiatric/suicide risk 

o medical/mental health issues 

Oo escape threats 

o detainers 

0 investigation pending 

© adjustment problem/Vviolence threats 
o offender needs 

fe) 


court ordered requirements/recommendations 


2. Housing . 
To ensure the health and safety of all involved, offenders with similar classification will be 
housed together whenever possible. Offenders within the following categories will be separated 
from the general population, to the extent possible: 

¢ maximum custody cases and those who may be violent or harmful to themselves 
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or others 

¢ offenders requiring medical isolation due to communicable disease 

e selected offenders identified as special management cases 

¢ offenders who are confined separately for detoxification purposes, although these 
cases will be moved to general population as soon as they can properly care for 
themselves 

° offenders whose cases or background give rise to concerns because of their 
sensational, notorious, or heinous nature, if those factors create security, safety, or 
other concerns 

e offenders displaying symptoms of mental health disorders, Se suicidal or 


homicidal tendencies. 


itial (Risk-Base lassificati 
Within ten days of admittance to Montana Women’s Prison, an initial assessment will be 
completed which will provide a basis upon which to make custody, classification, and 
supervision decisions. This assessment will take into consideration the offender’s 
security needs, criminal history, severity of offense, behavior patterns, age, and other 


relevant factors. 


The offender’s custody, classification and supervision will be determined upon 


completion of this assessment. 


_ Classification staff may extend the initial assessment period past ten days if it is 
determined that there is a need to solicit additional information for the purpose of 


completing the assessment. 


1. Re-Classification (Perf Based) 
Re-classification assessments will be conducted routinely and will provide a basis upon 


which to make custody, classification, and supervision decisions subsequent to the initial 


classification process. 
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This process will take into account a reassessment of the offender's security needs, 
criminal history, severity of offense, and behavior patterns within the facility, with 
emphasis on the offender’s performance within, compliance to, and adjustment to the 


facility. 


5, Classification / I 
Offenders may appeal final custody, classification or supervision decisions by completing 


an appeal form and forwarding it to classification staff within five days after notification of 
final decisions. 


Classification staff will forward appeal as well as all documentation relating to the 
assessment to the facility Administrative Review Committee. The Administrative 


Review Committee will respond to all classification appeals. 


All custody, classification and supervision decisions are imposed immediately, pending 


final appeal decisions. 


ion Level 
Offenders will be subject to varying levels of supervision and restraint within the facility and 
outside of the facility according to their assigned custody level. The level of supervision 
and restraint required for specific custody levels is as follows: 
o Maximum Custody offenders are subject to Direct Supervision at all times both 
in facility and out of facility. When moving within the facility, offenders will be 
handcuffed behind the back. For movement outside of the facility, wrist, belt and 
leg restraints are required. A minimum of two staff must escort Maximum Custody 
offenders on transports out of the facility and for any movement out of Secure Unit. 
o Close Custody offenders are subject to Direct Supervision at all times when out 
of the facility. Indirect Supervision may be implemented when Close Custody 
offenders are secured on their assigned housing unit or work site. For movement 


within the facility, no restraints are required. For movement outside of the facility, 


== ——_—— -__—_—_— — —<—<—$—<$$< + 
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wrist, belt and leg restraints are required. A minimum of two staff must escort Close 
Custody offenders on transports out of the facility. 

o Medium restricted and unrestricted Custody offenders are subject to Direct 
Supervision at all times when out of the facility. Indirect Supervision may be 
implemented when Medium Custody offenders are secured within their assigned 
housing unit or work site. For movement within the facility, no restraints are 
required. For movement out of the facility, wrist and belt restraints are required. A 
minimum of one staff must escort Medium Custody offenders on transports out of 
the facility. 

o Minimum/Restricted Custody offenders are subject to Direct Supervision at all times 
when out of the facility. Moderate Supervision may be implemented when 
Minimum/Restricted offenders are secured within their assigned housing unit or 
work site. For movement outside of the facility, wrist and belt restraints are 
required. For movement within the facility, no restraints are required. A 

| minimum of one staff must escort Minimum/Restricted Custody offenders on 
Transports outside the facility. 

o Minimum/Unrestricted inmates are subject to Direct Supervision when out of 
facility on transport. Within the facility and secure facility yard, 
Minimum/Unrestricted Custody inmates are subject to Moderate Supervision. 

For movement out of facility, handcuffs are required. No restraints are required for 
movement within the facility. A minimum of one staff must escort on transports 
out of facility. | 


Offenders who have not yet been classified and are on intake status, and those offenders who 
are on Disciplinary Segregation status are subject to the same supervision level as Maximum 


Custody. 


If staff are transporting a group of offenders with different custody levels, the entire 
group is subject to the supervision and restraint level required by the custody level of the 


offender with the most secure custody level. 
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Exceptions to supervision requirements may be made for medical reasons, in the case of 
an inmate on work release status, or for other reasons deemed necessary in day to day 
operations of the facility. Such exceptions will be made on a case by case 


basis only with the approval of the Warden or designee. 


7. Classifi 
All classification decisions will be documented on the appropriate forms and placed in the 


offender’s case file. 


Vv. CLOSING: 
Questions concerning this policy shall be directed to the Department Classification Manager. 


Montana Department of Corrections 


Women’s Prison 


Inmate Disciplinary Handbook 





INTRODUCTION 


This Handbook has been prepared to provide you with 
information concerning the Department of Corrections Disciplinary 
Policy. This Handbook is a summary of that Policy. If you have 
questions concerning the Disciplinary Policy, the Policy is 
available to you at the Prison Law Libraries. You may also 
request a copy of the Disciplinary Policy from the eee eee SY 
Hearings Officers or your Unit Management Team. 


In the event that there are discrepancies between this 
Handbook and the BAe aoe tad Policy, the Policy supercedes this 
Handbook. 


POLICY STATEMENT 


It is the intent of the Department of Corrections to 
implement a system of inmate discipline that serves to protect 
the public, staff and inmates. The policy is designed to assist 
in maintaining order at Department facilities, through the 
application of well developed rules, regulations and procedures 
that incorporate all applicable due process requirements. 


EFFECT OF CONVICTION/DISMISSAL 


Subsequent administrative action by the Housing Unit Management 
Team, or other authority, does not constitute additional 
punishment and should not be construed as such. If the 
conviction for an offense affects your security level, you may be 
considered by the Housing Unit Management Team for proper 
reclassification. Dismissal or modification of a conviction does 
not deprive the Housing Unit Management Team of the opportunity 
to consider your conduct for purposes other than discipline, 
including, but not limited to, security classification decisions. 


EMERGENCY PROCEDURES 


In the event of a widespread institutional disruption that 
requires emergency action, any or all portions of this policy may 
be temporarily suspended without notice. Any inmate involved in 
the emergency may be detained without a hearing throughout the 
course of an officially declared emergency. On rare occasions an 
incident is so widespread as to have involved, in some general 
way, virtually all staff eligible to serve as Hearings Officers 
or Housing Unit Disciplinary Team members. Under these 
circumstances the Warden/Superintendent may authorize one or more 
committees to hold disciplinary hearings. No member of a 
disciplinary committee should be selected to review a case in 
which they were personally involved in a substantial manner. 


¥- 
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DEFINITIONS 


Misconduct Infractions are separated into three (3) 
categories with separate sanctions for each category: 


a. Class III Infractions are Minor Infractions. These 
violations are considered less serious. 


De Class II Infractions are Major Infraction. 


Cs Class I Infractions are Severe Infractions. These are 
considered the most serious. 


Pre-Hearing Confinement: Placement of an inmate in 
temporary lock-up. 


Disciplinary Segregation: Placement of an inmate in a 
secure unit as a result of being found guilty of a severe 
infraction and given a sanction of either detention or 
disciplinary segregation. 


Hearings Officer: Staff member mbt Leb he es by the Department 


to conduct disciplinary hearings. 


Cell Confinement/Restriction: Contiitiement to room/cell 
except for attendance at work, school assignment, scheduled 
medical appointments, treatment appointments, or meals. 


Evidence: Any item or information which is utilized in 
resolving an alleged infraction. 


Plea Agreement: Procedure providing an inmate an 
opportunity to plead guilty to an infraction, accept an 
offered sanction, and waive the right to a a Seca on that 
incident. 


Housing Unit Disciplinary Team: Two or three member team 
appointed by the Unit manager or appropriate authority for 
the purpose of hearing minor and major infraction cases. 


Contraband: Any item found in the possession of an inmate 
who is not authorized to possess such item, or items found 
in excess of levels permitted by policy. 


Temporary Lock Up: Designated cells for the temporary 
confinement of inmates alleged to have violated policy and 
who pose a threat to themselves, others, or the security of 
the facility. 





PROHIBITED ACTS 


The Montana State Prison Disciplinary Pclicy prohibits 
certain acts by inmates. Those prohibited acts are set forth 
below. If you commit a prohibited act, you may be subject to 
disciplinary action. The listing of prohibited acts may not 
cover every possible act which would subject you to disciplinary 
action. Any act similar in kind to the list of prohibited acts 
may result in disciplinary action. Prohibited acts will be 
listed by offense into severe, major or minor categories in the 
institution's operational policy. 


CATEGORIES OF PROHIBITED ACTS 


Any prohibited act may be categorized into three separate 
levels of seriousness: 


a. Class III-Minor Infraction: Misconduct violation 
which does not jeopardize the security and/or 
orderly operation of a housing unit, work place or 
the institution. These violations are considered 
less serious. 


Dr Class II-Major Infraction: Misconduct violation 
considered serious and poses a threat to the work place 
or housing unit. 


Cs Class I-Severe Infraction: Misconduct violation which 
jeopardizes the security and/or orderly operation of 
the institution. These violations may be a felony and 
may be prosecuted in a district court or any court of 
greater authority. | 


The correctional officer or staff member who reports the 
violation will designate the level of seriousness of the 
violation. 


Prohibited Acts x 


While it is impossible to define every possible prohibited act or 
rule violation, the following are strictly prohibited: 
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COMMITTING HOMICIDE 

ASSAULTING ANY PERSON(S) 

THREATS OF BODILY HARM OR DEATH TO ANY PERSON(S) 
ESCAPE, ATTEMPTING TO ESCAPE, PLANNING TO ESCAPE, OR 
LEAVING THE INSTITUTION WITHOUT PERMISSION 

RIOTING OR ENCOURAGING OTHERS TO RIOT OR CAUSE A 
DISTURBANCE 

TAKING HOSTAGES 

INTENTIONALLY SETTING A FIRE 

FIGHTING WITH ANOTHER PERSON(S) 

ENGAGING IN SEXUAL ACTS, MAKING SEXUAL PROPOSALS OR 
THREATS, INDECENT EXPOSURE 

POSSESSION OF DANGEROUS CONTRABAND | 
EXTORTION, BLACKMAIL, PROTECTION. DEMANDING OR 
RECEIVING ANYTHING OF VALUE IN RETURN FOR PROTECTION 
AGAINST OTHERS, TO AVOID BODILY HARM OR UNDER THREAT OF 
INFORMING 

INTERFERING WITH A STAFF MEMBER IN THE PERFORMANCE OF 
DUTIES 

CONDUCT WHICH DISRUPTS OR INTERFERES WITH THE SECURITY 
OR ORDERLY RUNNING OF THE INSTITUTION, RVOING UNIT OR 


' WORK PLACE 


DESTROYING, ALTERING OR DAMAGING FACILITY PROPERTY OR 
THE PROPERTY OF ANOTHER PERSON 

THEFT OR POSSESSION OF STOLEN PROPERTY 

POSSESSION OR INTRODUCTION OF A GUN, AMMUNITION, 
EXPLOSIVES OR OTHER WEAPONS 

COUNTERFEITING, FORGING, POSSESSION OF AN UNAUTHORIZED 
REPRODUCTION OF ANY SIGNATURE, DOCUMENT, ARTICLE OF 
IDENTIFICATION, MONEY, SECURITY OR OFFICIAL PAPERS 
VIOLATING A CONDITION OF FURLOUGH, PASS, OR ANY OTHER 
CONDITIONAL OR TEMPORARY RELEASE 

REFUSING TO WORK, REPORT TO WORK OR ACCEPT A PROGRAM 
ASSIGNMENT 

ASSAULT WITH INTENT, OR LIKELIHOOD, TO TRANSMIT A 
COMMUNICABLE DISEASE 

LOANING OF PROPERTY OR POSSESSION OF PROPERTY BELONGING 
TO ANOTHER PERSON OR THE GOVERNMENT OR LOANING OF 
PROPERTY OR ANYTHING OF VALUE FOR PROFIT OR INCREASED 
RETURN 

GAMBLING 

BEING IN AN UNAUTHORIZED AREA 

FAILURE TO ABIDE BY THE CONDITIONS OF A DISCIPLINARY 
DISPOSITION 

REFUSING TO OBEY AN ORDER OF ANY STAFF MEMBER 
INTERFERING WITH DUE PROCESS 
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MISUSE OF AUTHORIZED MEDICATION 

UNAUTHORIZED POSSESSION OF MONEY OR CURRENCY 
ENCOURAGING, FACILITATING, ATTEMPTING TO COMMIT, BEING 
AN ACCOMPLICE OF A CONSPIRATOR IN THE COMMISSION OF ANY 
PROHIBITED ACT 

LYING OR PROVIDING A FALSE STATEMENT TO A STAFF MEMBER 
INAPPROPRIATE CONDUCT WITH A VISITOR 

FAILURE TO FOLLOW SAFETY OR SANITATION REGULATIONS. 
BEING UNSANITARY OR UNTIDY, OR FAILING TO KEEP ONE'S 
PERSON OR QUARTERS IN ACCORDANCE WITH FACILITY 
STANDARDS 

UNAUTHORIZED COMMUNICATION 

INSOLENCE OR USE OF ABUSIVE LANGUAGE TOWARD A STAFF 
MEMBER 

SMOKING WHERE PROHIBITED 

CONDUCTING AN UNAUTHORIZED BUSINESS 

LOAN SHARKING 

FRAUDULENT CLAIMS FOR MEDICAL CARE, MALINGERING OR 
FEIGNING AN ILLNESS 

POSSESSION, INTRODUCTION OR USE OF ANY NARCOTICS, 
NARCOTIC PARAPHERNALIA, DRUGS OR INTOXICANTS 

REFUSING TO PROVIDE A URINE OR BREATH SAMPLE 

FAILING TO REPORT AS DIRECTED 

GIVING OR OFFERING ANY OFFICIAL OR STAFF MEMBER A BRIBE 
OR ANYTHING OF VALUE OY JB: 
VIOLATION OR ANY MUNICIPAL, COUNTY, STATE OR FEDERAL 
LAW 

FAILING TO STAND COUNT, LATE RETURN, OR INTERFERING 
WITH THE TAKING OF A COUNT — 

USE OF ABUSIVE LANGUAGE 

PARTICIPATING IN AN UNAUTHORIZED MEETING OR GATHERING 
VIOLATION OF ANY OTHER FACILITY RULE 


q', 


THE DISCIPLINARY PROCESS 
PRE-HEARING PROCEDURES — 


Upon the reasonable belief of a staff member that a 
violation of rules has been committed, the staff member may 
file a Disciplinary Infraction Report. A copy of the 
incident report normally will be provided to you within five 
(5) working days, excluding weekends and holidays. The 
reporting officer will designate the offense either a Class 
III-Minor Offense, Class II-Major Offense, or a Class I- 
Severe Offense. 


In the event your property is confiscated due to a rule 
violation, you should sign for and receive a property/cell 
search receipt from the staff member performing the search. 
A copy of the receipt will be placed with the 
property/contraband. When and if the property is returned 
to you, you must verify that the property has not been 
altered or destroyed, sign the receipt and be provided with 
a copy. 


If it is reasonably believed that you pose a security risk, 
‘that you may be in serious danger from others, or. that you 
pose a danger to yourself, or others, you may be placed in 
temporary lock-up prior to receiving a hearing. LG you are 
placed in Temporary lock-up: 


1): your placement must be approved by the Shift Commander, 
Unit Manager or higher authority 

2) you should be provided a disciplinary hearing within 72 
hours, excluding weekends and holidays 

3) you may not be placed in temporary lock-up based solely 
on information obtained from a single confidential 
informant. 

4) you will be afforded access to the same etanee as those 

; inmates placed in the institution's highest level of 
custody. 

5) You should not be placed in temporary lock-up for any 


infraction other than a Class I - Severe Infraction, 
Or a criminal act. 


When an alleged rule violation is reported for which an 
investigation is deemed necessary, an investigation will 
generally begin within 24 hours, excluding holidays and 
weekends, of the time that the violation is reported. The 
investigation should be completed without reasonable delay. 
The investigator will normally be a Hearings Officer. 


You are subject to these same disciplinary rules while you 
are being transported to an agency, facility, activity, etc. 
outside of Montana State Prison 
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II. DISCIPLINARY HEARING PROCEDURES 
A. Minor and Major Infractions: 


If you are charged with a Minor of Major Infraction, your 
case will be decided by the Housing Unit Disciplinary Team. 
The Team will review the infraction report and decide within 
seven (7) working days of receipt of the report to take one 
of the following actions. 


1. For Minor Infractions the Team may: 


(a) Take no further action, at which time the case may 
be dismissed and the report destroyed. 


(b) Conduct a hearing as outlined in this policy and 
impose the appropriate sanctions. 


2. For Major Infractions the Team may: 


(a) Take no further action, at which time the case may 
be dismissed and the report destroyed. 


(b) Offer you a Plea Agreement. ° 


(c) Conduct a disciplinary hearing and impose the 
appropriate sanctions. 


In all cases, you should be notified of all actions taken by 
the Housing Unit AES) Team. 


B. Conducting Hearings for Minor/Major Infractions: 


If the Housing Unit Disciplinary Team decides a disciplinary 
hearing should be conducted for a Minor or Major Infraction, 
you will be given a Notice of Hearing stating the date and 
time of the hearing as well as a copy of the Infraction 
Report and attachments. You will be given the Notice and 
the Report at least 24 hours prior to the hearing. Hearings 
will usually be conducted in your housing unit and should be 
conducted by the Housing Unit Disciplinary Team. You will be 
provided with an opportunity to appear at the hearing and to 
provide documentary evidence to support your case. Following 
‘the hearing, the Team will complete a Disciplinary Hearing 
Decision Form stating the evidence relied upon, the reasons 
for the disciplinary action, and the sanctions imposed. 


Disciplinary hearings will be held within 7 working days of - 
the filing of the.infraction report unless there are 
exceptional circumstances which result in pestpnelag or 
delaying the completion of the hearing. 
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Plea Agreements for Major Infractions: 


If you have been charged with a major offense, the Housing 
Unit Disciplinary Team may offer you the opportunity to 
enter into a Plea Agreement. A Plea Agreement may be 
entered only if you and the Housing Unit Disciplinary Team 
agree to resolve the disciplinary infraction by agreement. 


A Plea Agreement will allow you to plead guilty to agreed- 
upon charges and accept sanctions which will be within 
policy guidelines for the incident. Your disciplinary 
history as well as the nature and seriousness of the 
incident will be taken into consideration. When signed by 
you and the Housing Unit Disciplinary Team, this agreement 
concludes the disciplinary process for the instant 
infractions and waives your right to a hearing. 


If you refuse to negotiate a Plea Agreement for a Major 
Infraction, the case will be handled by the Unit Management 


‘Disciplinary team in a disciplinary hearing. 


Severe Infractions: 


Following receipt of a severe infraction report, a Notice of 
Hearing Form will be completed by the Shift Supervisor. You 
will receive a copy of this form and a copy of the 
Infraction Report with attachments at least 24 hours prior 
to the hearing. You may waive the 24 hours notice. 


If a determination is made that criminal charges may be 
filed in district court, you will be advised of von Miranda 
raghtsyx 


The Shift Supervisor will obtain your signature on the 
Notice of Hearing, acknowledging receipt of a copy. If you 
refuse to sign, the supervisor will note on the form that 
you refused to sign and have another employee witness that a 
copy of the Notice and Report was given to you. 


At the time you are served the Notice of Hearing, you must 
inform the Shift Supervisor whether you have any witnesses, 
along with their names. You must forward the witness list 
to the Hearings Officer... If you need additional time to 


gather witnesses or prepare the case, a request may be made 


in writing, to the Hearings Officer, for a continuance of 
the hearing. If granted, the hearing will be rescheduled as 
soon as possible and you will be notified of a new hearing 
date and time. When you are in temporary lock-up, it is the 
responsibility of the Hearings Officer to collect the 
witness statements. The Hearings Officer may continue the 
hearing if he/she believes that additional time is required. 
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Conducting Hearings for Severe Infractions: 


Hearings for severe infractions generally will be completed 
apes working days from the date the infraction report 
was filed. 


You should be present throughout the disciplinary hearing 
except during the period of deliberation or when 
confidential information is presented. You may waive your 
presence at the hearing. If you fail or refuse to appear at 
a disciplinary hearing, the Hearings Officer may proceed 
with the hearing and make a decision based on the 
Disciplinary Infraction Report and other available evidence. 


The Hearings Officer will ensure that you understand the 
charges filed and will take appropriate actions to ensure 
the fairness and orderliness of the hearing. If a Hearings 
Officer determines that you are not competent or unable to 
prepare and present a defense, or if you require an 
interpreter, the Hearings Officer will appoint the 
appropriate advisor or interpreter to. assist you. 


You will be provided an opportunity to present documented 
evidence, unless doing so would be unduly hazardous to -the 
institutional safety of witnesses. Evidence, testimony, 
questions and examination will be limited to facts relevant 
to the alleged infractions. Testimony of inmate or staff 
witnesses can be presented by written statements. You 
should be permitted to call witnesses in your behalf unless 
a) permitting the witness to testify poses a threat to 
institutional safety, or the safety of the witness or third 
persons, b) .the witnesses testimony would be either 
redundant or immaterial, c) the witnesses testimony concerns 
the character of the inmate, d) or you do not appear at the 
hearing or your actions at the hearing are inappropriate. 


You may be found guilty of an infraction on the basis of 
information from a source whose identity is not disclosed to 
you at the hearing. The details of any information from an 
anonymous source may be shared with you to the extent that 
this may be done without creating a substantial risk to the 
safety of the informant. 


The Hearings Officer may make a finding of guilty if he is 
persuaded by the evidence that an infraction occurred. You 
may be found guilty of a lesser included offense. Your 
guilt or innocence will be decided solely on evidence 
presented during the hearing. If necessary, the Hearings 
Officer may recess the hearing to collect additional 
information. You will receive, verbally, and in writing, a 
statement of the findings, evidence relied upon, sanctions 
and reasons for the sanctions. 
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SANCTIONS 


A. The Hearings Officer or Housing Unit Disciplinary Team is 
empowered to impose appropriate sanctions when a charge is 
substantiated. Time served in temporary lock-up may be 
credited against any sanctions imposed. Sanctions available 
for use by the Housing Unit Disciplinary Team are limited to 
those for minor or major infractions. After a finding that a 
prohibited act occurred, the following sanctions, or 
combinations thereof, may be imposed: 


Severe 


Infractions 


refer to federal’ or state authorities for prosecution 
confinement to a room or cell not to exceed 30 days. 
confinement in detention or disciplinary segregation 


for up to 15 days for a single infraction and not to 
exceed a total of 30 consecutive days for multiple 
infractions. 


loss of visiting privileges 

confiscate contraband and/or personal property 
order restitution 

recommend loss of earned good time 

order loss of privileges including, but not limited 


to, loss of hobby, television and recreation 


° 


assign to a special work detail - 

recommend transfer to another facility or program 
terminate a work or program assignment 

recommend custody classification review 


Major Infractions 


to, 


reprimand 

confine to room or cell for up to 10 days 

confiscate contraband 

order loss of privileges including, but not limited 
loss of hobby, television and recreation 

order extra duty 

recommend transfer to another facility or program 

recommend custody classification review 

assign to a special work detail 

terminate a work or program assignment 
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Minor Infractions 


The H 
may n 


reprimand 

confinement to room or cell for up to 5 days 
confiscate contraband 

. order loss of privileges including, but not limited 
to, loss of hobby, television and recreation 

. order extra duty 

- assign to a special work detail 


ousing Unit Disciplinary Team or the Hearings Officer 
ot impose any of the following sanctions: 


- any forn of dietary restriction 
. any form of corporal punishment 
. discipline imposed by one inmate on another inmate 
. detention or disciplinary segregation in excess of 30 
consecutive days unless there is a finding of fact ona 
new, subsequent violation 
. deprivation of clothing or bedding unless you engage 
in the practice of destroying such items 

denial of necessary personal hygiene items unless you - 


-engage in the practice. of destroying such items 


the use of a "violent cell" or restraints as 
punishment 
. deprivation of correspondence, visiting, or telephone 
privileges when the offense is unrelated to a violation 
of facility rules relating to that activity; in no case 
will special mail privileges be suspended 


The sanctions imposed may be suspended by the Hearings 
Officer for a specified period of time not to exceed 90 


days. 


If you are convicted of any rule infraction in a 


severe category while on suspension, the suspension may be 
revoked and the prior sanctions will run consecutive to the 
new sanctions. A revoked suspension will not be viewed as 
one of the sanctions imposed for the new offense. 
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IV. WARDEN/SUPERINTENDENTS REVIEW 


The Warden/Superintendent will review all hearings for major and 
severe disciplinary infractions, regardless of whether or not 
there has been an appeal. The Warden/Superintendent, upon his/her 
own motion, may reverse the decision, remand the decision back to 
the Unit Management Disciplinary Team or Hearings Officer, or 
modify the sanction imposed, whenever such action is warranted in 
the record. Under such a review, a sanction imposed by the Unit 
Management Disciplinary Team or the Hearings Officer may not be 
increased. 


V. APPEALS 


Appeals are only provided if you are found guilty of Severe 
Infractions in which the sanctions imposed include a loss of 
accrued good time credits. The only sanction which is subject to 
modification is the loss of accrued good time credits. 


At the conclusion of a hearing in which a sanction has been 
imposed to recommend the loss of accrued good time credits, the 
Hearings Officer will advise you of your right to appeal the 
decision to the Warden/Superintendent. 


a. The appeal must be filed within Lge eae (15) days, following 
the written hearing results being given to you. The appeal 
must be sent to the Warden, however, the sanction may be 
imposed prior to the Warden's decision concerning the 
appeal. 


De The appeal must contain your version of the facts, and your 
argument outlining the specific aspects of the hearing that 
you are appealing. 


oe The Warden will act on the appeal within fifteen (15) days, 
excluding holidays and weekends. The Warden may either 
affirm the decision of the Hearings Officer, modify the 
decision of the Hearings Officer, or dismiss the sanction 
imposed by the Hearings Officer. 


The Warden/Superintendent will consider the merit of appeals 
based upon the following factors: | 


(1) Whether there was some evidence to support the 
charges. 


(2) Whether there was substantial compliance with 
applicable disciplinary policies and procedures. 


(3) Whether the sanctions imposed were proportionate 
to the rule violation. 
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I. POLICY: , 
It is the intent of the Women’s Correctional Center to implement a system of inmate 
discipline that serves to protect the public, staff and inmates. The policy is designed to 
assist in maintaining order at the Women’s Correctional Center, and modify inmate | 
behavior through the application of rules, regulations and hearing procedures that 
incorporate applicable due process requirements. Disciplinary policies and procedures will 
ensure that inmates are provided fair, timely, and impartial disposition of charges alleging 


violations of rules and establish the sanctions for misconduct. 


I. AUTHORITY: 53-1-203, MCA. Powers and Duties of the Department 
| DOC 3.4.1 Department of Corrections Policy 
Il. DEFINITIONS: | 
As used in this policy, the following definitions shall apply: 
A. Misconduct Infractions are separated into three (3) categories with separate sanctions 

for each category: . 

1. Class 1ii—Minor Infraction: Misconduct violation which does not jeopardize 
the security and/or orderly operation of a housing unit, work place or the - | 
institution. These violations are considered less serious. 

2. Class Ii—Major Infraction: Misconduct violation considered serious and poses 
a threat to the work place or housing unit. 


Policy Number: | WOMEN’S CORRECTIONAL CENTER 
15-001 INSTITUTIONAL OPERATIONS . 


| Subject: ADULT INSTITUTIONAL DISCIPLINE 
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3. Class I—Severe Infraction: Misconduct violation which jeopardizes the security 
and/or orderly operation of the institution. These violations may be a felony and 
may be prosecuted in a district court or any court of greater authority. 

Pre-Hearing Confinement: Placement of an inmate in temporary lockup. 

. Disciplinary Segregation: Placement of an inmate in a secure unit as a result of being 

found guilty of a severe infraction and given a sanction of either detention or 

disciplinary segregation. 

Hearings Officer: Staff member designated by the Department to conduct 

disciplinary hearings. 

Cell Confinement/Restriction: Confinement to room/cell except for afieniaes at 

work, school assignment, visits, scheduled medical appointments, treatment 

appointments, meals, or Religious Activities. 

Evidence: Any item or information which is utilized in uate an = lla 

infraction. 


. Plea Agreement: Procedure providing an inmate an opportunity to plead guilty to an | 


infraction, accept an offered sanction, and waive the right to a hearing on that incident. 
. Housing Unit Disciplinary Team: A two- or three-member oat appointed by the 
Unit Manager or Speyer sig for the purpose of hearing minor and major 
infraction cases. 

Contraband: Any item found in the possession of an inmate who is not authorized to 
possess such item, or items found in excess of levels permitted by policy. 

Temporary Lockup: Designated cells for the temporary confinement of inmates 
alleged to have violated policy and who pose a threat to eel Sa others, or the . 
security of the facility. 


K. Chain of Evidence: Generally accepted practice es preserving evidence and 


documenting the record of who handled and controlled physical evidence. 
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IV. PROCEDURES: 
A. Pre-Hearing Procedures 


1. 


Filing the Infraction Report: Upon the reasonable belief of a staff member that 
a violation of rules has been committed, the staff member may file a Disciplinary 
Infraction Report. Infraction reports must be delivered, and if reasonably 
possible, hand-carried by the reporting staff member or designee to the Shift 
Commander. The Shift Commander is responsible for reviewing, signing and . 
forwarding Minor and Major Infraction reports to the Housing Unit Manager and 
Severe Infraction reports to the Hearings Officer. Absent extraordinary — , 
circumstances, disciplinary infraction reports are to be completed within 24 hours 
of the infraction taking place. Infraction reports are to include the following 
information: | 3 / 
(a) Specific rule(s) alleged to have been violated and a statement of the charges. 
(b) Names of witnesses to the incident. 
(c) Date, time, location of the alleged offense and offender. 
(d) Unusual behavior exhibited by the inmate. 7 
(e) Facts surrounding the incident, sufficient to answer the questions of who, 
what, why, where, when and how. 

(f) Disposition of any evidence involved. 
(g) Any action taken, including temporary lockup, confiscation of property or 

- contraband. 


(h) Signature of reporting staff member. 
(i) Supplementary reports by witnesses and/or involved staff. 


In determining which rule the inmate is alleged to have violated, the reporting 


officer must consider the severity of the offense. 


Subject: ADULT INSTITUTIONAL DISCIPLINE 





A copy of the infraction report is to be provided to the inmate within five (5) 
working days, excluding weekends and holidays. The five-day limit is waived if 
exceptional circumstances arise, in which case the inmate must be provided with 


the report at the earliest possible time. 


Confiscated Property: In the event an inmate's property is confiscated due to a 


' rule violation, an inmate property/cell search receipt must be completed by the 


staff member performing the search. If possible, immediately following the 
seizure, the inmate should sign and receive one copy of the receipt, and one copy 
of the receipt should be placed with the property/contraband. The officers are to 
note the condition of property on the receipt signed by the inmate. In the event 
the inmate is not present when property is confiscated, two staff members should 
conduct the inventory and both are to sign the property/cell search receipt. When 
and if the property is returned to the inmate, the inmate will verify that the 
property has not been altered or destroyed, sign the receipt and be provided with a 


copy. 


Physical Evidence: 

(a) Evidence cards must be filled out correctly and completely, and be attached 
to the physical evidence. | 

(b) Physical evidence should be picked up daily by the Shift Supervisor and 
securely maintained in the respective department. 

(c) In order to maintain a clear chain of evidence, the time and date of when 
evidence passed from the control of one person to another is to be | 
documented. Evidence lockers are to be maintained under the control of the 
Shift Supervisors. , 
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(d) When evidence is no longer needed, it should be dispc Ma Ari occontance: |. 





with institutional policy. 
(e) Investigators are responsible for conducting periodic audit of evidence 
storage areas to ensure compliance with policy and appropriate evidentiary 


procedures. 


4. Pre-Hearing Confinement: | 

(a) An inmate who is reasonably believed to be a security risk, in serious danger 
from others, or danger to self or others, may upon written statement of 
reasons by the Shift Supervisor or Housing Unit Disciplinary feat be 
placed in temporary lockup prior to receiving a hearing. Temporary lockup 
must be approved by the Shift Commander, Unit Manager or higher authority 
at the time of placement. If the danger is imminent, the inmate may be | 
placed in temporary lockup, but the supervisor must immediately seek 
approval by a higher authority. | 

(b) Temporary lockup must be reviewed by the Warden Superintendent or 
designee within one working day after confinement, excluding weekends and 
holidays. | 

(c) An inmate may not be placed in temporary lockup based solely on 

information obtained from a single confidential informant. 

@ An inmate placed in temporary lockup is to be provided a disciplinary 
hearing within 72 hours, excluding weekends and holidays, unless additional 
investigation is needed. The 72 hours commences upon the inmate's _ 
placement in temporary lockup. 

_ (e) Conditions in temporary lockup shall be the same as those for inmates placed 
in Disciplinary Detention. 
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(f) Disciplinary placement in temporary lockup is not appropriate for any . | 
infraction other than a Class I - Severe Infraction, or a criminal act. 





5. Investigations: When an alleged rule violation is reported for which an 
investigation is deemed necessary, the investigation is to begin within 24 hours, 
excluding holidays and weekends, of the time that the violation is reported. 
Absent of extenuating circumstances, the investigation is to be completed without 
reasonable delay. The investigator will normally be a Hearings Officer; however, 
the Hearings Officer may designate another staff member to conduct the. 
investigations as long as the staff member is not the individual who reported the 


incident. 


6. Inmate Conduct Away From a Correctional Facility: Any staff member 
responsible for transporting an inmate may submit an infraction report when the 
inmate's behavior violates institutional rules. 


B. Disciplinary Hearing Procedures 
ie Minor and Major Infractions: 
(a) General Provisions: 

(1) Upon receiving the Disciplinary Infraction Report, the Unit Manager or 
a designee is responsible for reviewing the report for legibility, 
completeness, and correctness of charge. The Unit Manager may request 
that the reporting staff member make corrections, additions or deletions 
which will more accurately reflect the circumstances surrounding the 
alleged infraction. . 

(2) The Housing Unit Disciplinary Team is responsible to review all minor 
and major category infraction reports and decide within seven (7) 
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working days of receipt of the report to take one of the following 









actions: 
i. For Minor Infractions the Team may: | 
@ Take no further action, at which time the case may be 
dismissed and the report destroyed. 
@ Conduct a hearing as outlined in this policy and impose the | 
appropriate sanctions. _ 
ii. For Major Infractions the Team may: 
@ Take no further action, at which time the case may be é 
dismissed and the report destroyed. ai 
@ Offer the inmate a Plea Agreement. 
@ Conduct a disciplinary hearing and impose the appropriate — 
‘sanctions. } 
In all cases, the inmate should be notified of actions taken by the 
Housing Unit Disciplinary Team. 


(b) Hearings for Minor and Major Infractions: 
If the Housing Unit Disciplinary Team decides a disciplinary hearing should 
be conducted for a Minor or Major Infraction, the inmate is to be given a 
Notice of Hearing stating the date and time of the hearing as well as a copy of 
the Infraction Report and attachments. In the event that the infraction was 
written by a member of the Housing Unit Disciplinary Team, that member 
will be replaced by another member of the staff. The inmate is to be given 
the Notice and the Report at least 24 hours prior to the hearing. Hearings are 
to be conducted in the respective housing unit by the Housing Unit 
Disciplinary Team. The inmate is to be provided with an opportunity to 
appear at the hearing and to provide documentary evidence to support her 
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(c) 


case. Following the hearing, the Team must complete a Disciplinary Hearing 
Decision Form stating the evidence that was relied upon, the reasons for the 


disciplinary action, and the sanctions imposed. 


Disciplinary hearings are to be held within seven working days of the filing 
of the infraction report unless there are exceptional circumstances which 
result in postponing or delaying the completion of the hearing. 


Plea Agreements: 

(1) Ifan inmate is charged with a major offense, the Housing Unit 
Disciplinary Team may offer the inmate the opportunity to enter into a 
Plea Agreement. A Plea Agreement may be Send only if the inmate 
and the Housing Unit Disciplinary Team agree to resolve the 
disciplinary infraction by agreement. 


(2) A Plea Agreement allows the inmate to plead guilty to agreed-upon 
charges and accept sanctions which will be within policy guidelines for 
the incident. The disciplinary history of the inmate as well as the nature 
and seriousness of the incident may be taken into consideration. When 
signed by the inmate and the Housing Unit Disciplinary Team, this 
agreement concludes the disciplinary process for the instant infractions 


and waives the inmate's right to a hearing. 


(3) When the inmate accepts the Plea Agreement, the unit manager or 
designee will impose the sanctions and distribute copies of the signed 
agreement and the infraction report, with attachments, to appropriate 
staff including a copy to the Hearings Officers. 
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(4) Ifthe inmate refuses to negotiate a Plea Agreement for a Major 
Infraction, the case will be handled by the Unit Management 
Disciplinary Team through a disciplinary hearing. 












2. Severe Infractions: 


(a) 


(b) 


(c) 


Following receipt of a severe infraction report, a Notice of Hearing Form is 
to be completed by the Shift Supervisor. The inmate must be provided a 
copy of this form and a copy of the Infraction Report with attachments at 
least 24 hours prior to the hearing. An inmate may waive the 24 hours 


notice. 


If a determination is made that criminal charges may be filed in district court, 
the inmate will be provided a Miranda warning. The inmate should be 
clearly advised that the information and statements provided during the 


hearing may be used in a subsequent criminal prosecution. 


The Shift Supervisor must attempt to obtain the inmate's signature on the 
Notice of Hearing, acknowledging receipt of a copy. If the inmate refuses to 
sign, the supervisor will note on the form that the inmate refused to sign and 
have another employee witness and sign that a copy of the Notice and Report 


were given to the inmate. 


At the time the inmate is served the Notice of Hearing, the inmate must 
inform the Shift Supervisor of the inmate’s intent to provide a witness list | 
and the names of the witnesses. Upon completion of the witness list, the 
inmate must forward the list to the Hearings Officer. If the inmate needs 
additional time to gather witnesses or prepare the case, a request may be 
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made in writing, to the Hearings Officer, for a continuance of the hearing. If 
the facts warrant a continuance, the Hearings Officer will grant the request in 
writing. The hearing will be rescheduled as soon as possible and the inmate 
will be notified of a new hearing date and time. When the inmate is in 
temporary lockup; it is the responsibility of the Hearings Officer to collect 
the witness statements. The Hearings Officer may continue the hearing if the 
Officer believes additional time is required. 


3. Conducting Hearings for Severe Infractions: a 
(a) Ifit is determined the inmate will be charged in district court, a Miranda 
Warning will be read to the inmate. 


(b) Hearings for severe infractions must be completed within ten working days 
of the date that the infraction report was filed unless exceptional 


circumstances warrant a postponement. 


(c) The inmate must be present throughout the disciplinary hearing except during 
the period of deliberation, when confidential information is presented, or if 
the inmate’s behavior justifies removal by order of the hearing officer. The 


inmate may waive presence at the hearing. 


(d) The Hearings Officer will ensure that the inmate understands charges filed 
and take appropriate actions to ensure the fairness and orderliness of the 


hearing. 


(c) Ifa Hearings Officer determines an inmate is incompetent or unable to 
prepare and present a defense, or if the inmate requires an interpreter, the 
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(h) 
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Hearings Officer must appoint the appropriate advisor or interpreter to assist 


in presenting the case. 


When an inmate fails or refuses to appear at a disciplinary hearing, or is 
removed due to disruptive behavior, the Hearings Officer may proceed with 
the hearing and make a decision based on the Disciplinary Infraction Report 
and any other available evidence. The Hearings Officer must document the 
failure to appear on the infraction report and have another member of the 
staff witness and sign the report. 


The inmate is to be provided an opportunity to present documented evidence, 
unless doing so would be unduly hazardous to the institutional safety of 
witnesses. Such reasons for denial will be stated in writing and provided to 


the inmate. 


Evidence, testimony, questions and examination is to be limited to facts 
relevant to the alleged infractions. 


Testimony of inmate or staff witnesses can be presented by written 

statements. The inmate should be permitted to call witnesses in the inmate’s 

behalf unless: | 

(1) permitting the witness to testify poses a threat to institutional safety, the | 
safety of the witness, or the safety of third persons; 

(2) the witness’ testimony would be either redundant or immaterial; 

(3) the witness’ testimony concerns the general character of the inmate; or 

(4) the inmate does not appear at the hearing, or the inmate's actions are 
inappropriate during the hearing. _ 
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If a witness is not permitted to testify, the Hearings Officer must document. 








the reason for excluding the witness from the hearing. 


An inmate may be found guilty of an infraction on the basis of verified 
information from a reliable source whose identity is not disclosed to the 
inmate at the hearing. Such information may be presented to the Hearings 
Officer verbally or in writing. The details of any information from an 
anonymous source should be shared with the inmate to the extent that this 
may be done without creating a substantial risk to the safety of the informant. 


The Hearings Officer may make a finding of guilty if the officer is persuaded | 
by the evidence that an infraction occurred. 


(m) The Hearings Officer may recess the hearing to collect additional 


information; however, the Hearings Officer’s decision must be made solely 


' on the evidence presented during the hearing. 


(a) 


(0) 


The inmate must receive, verbally and in writing, a statement of the findings, 


evidence relied upon, sanctions and reasons for the sanctions. 


The sanctions imposed may be suspended by the Hearings Officer for a 
specified period of time not to exceed 90 days. If the inmate is convicted of 
any rule infraction in a severe category while on suspension, the suspension 
may be revoked and the prior sanctions will run consecutive to the new 
sanctions. A revoked suspension will not be viewed as one of the sanctions 


imposed for the new offense. 
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(p) When the behavior of the inmate warrants removal from the disciplinary 


hearing, the removal should be documented. . 


(q) Ifan inmate escapes from custody, is hospitalized, or is On Leave To 
Custody, the hearing may be postponed until the inmate is returned to the 
correctional facility. : i 


(r) An inmate may be found guilty of a lesser included offense at the discretion 
_ of the Hearings Officer. 


C. Sanctions 


iE 


The Hearings Officer or Housing Unit Disciplinary Team is empowered to impose 
appropriate sanctions when a charge is substantiated. Time served in temporary 
lockup may be credited against any sanctions imposed. Sanctions available for . 
use by the Housing Unit Disciplinary Team are limited to those for minor or 
major infractions. After a finding that a prohibited act occurred, the following 
dispositions, or combinations thereof, may be imposed in proportion to the 
seriousness of the infraction(s). Repeated Violations of like violations may result 


in maximum sanctions. 


(a) Severe Infractions: 
@ refer to federal or state authorities for prosecution 
© confinement to a room or cell not to exceed 30 days 
® confinement in detention or disciplinary segregation for up to 15 days 
for a single infraction and not to exceed a total of 30 consecutive days 
for multiple infractions | 
@ loss of visiting privileges 
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confiscate contraband and/or personal property 









order restitution 


recommend loss of earned good time 


order loss of privileges including but not limited to loss of hobby, 
television and recreation ; 
assign to a special work detail Were 
recommend transfer to another facility or program | 

terminate a work or program assignment 


recommend custody classification review 


(b) Major Infractions: 

® reprimand 

® confine to room or cell for up to ten days 

@ confiscate contraband 

® order loss of privileges including but not limited to loss of hobby, — 
television and recreation up to ten days - repeated violations may result 
in the loss of a privilege for an extended period of time to be determined 
by the Unit Disciplinary Team. tS 
order extra duty - up to 16 hours 
recommend transfer to another facility or program 
recommend custody classification review 


assign to a special work detail - 16 hrs 


terminate a work or program assignment 


(c) Minor Infractions: 
@ reprimand 


@ confinement to room or cell for up to five days 
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confiscate contraband 


order loss of privileges - up to five days 
order extra duty - up to eight hours 


assign to.a.special work,detail,e.8 hrs 


2. The Hearings Officer and/or Housing Unit Disciplinary Team will impose the 
sanctions noted above in proportion to the seriousness of the infractions involved 
for the purpose of controlling behavior and punishing the inmate. Offenses in the 
severe category are considered the most serious and may result in the use of 
disciplinary detention for periods up to the maximum available, in combination 
with other available penalties. Offenses of a lesser severity will generally result in. — 
sanctions less than the maximum, although combined sanctions are still available 


for the purposes of controlling behavior. 


3. The Housing Unit Disciplinary Team or the Hearings Officer may not impose any 

of the following sanctions: 

@ any form of dietary restriction or the use oe food or meals as punishment 

@ any form of corporal punishment: 

@ any form of discipline imposed by one inmate on another inmate 

@ detention or disciplinary segregation in excess of 30 consecutive days, unless 
there is a finding of fact on a new, subsequent violation of a facility rule or 
regulation : 3 

@ deprivation of clothing or bedding; this does not apply to those inmates who 
engage in the practice of destroying such items. In such instances, the 
Warden or Designee will be notified, and the decision to deprive must be 
reviewed at intervals not to exceed 24 hours 
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® denial of necessary personal hygiene items; this does not apply to those | 
inmates who engage in the practice of destroying such items. In such 
instances, the Warden or Designee will be notified and the decision to _ 
decries must be reviewed at intervals not to exceed 24 hours 

@ the use of a "violent cell" or restraints as punishment; restraints may only be 
used for otherwise uncontrollable inmates in accordance with the Department 
policy on restraints © | 

@ deprivation of correspondence or telephone privileges when the offense is 


‘unrelated to a violation of facility rules relating to that activity. 


@ Ifan inmate chooses to abuse food, clothing, or hygiene and such items are 


removed a treatment plan form will be utilized 


D. Warden's Review 

The Warden or Designee will review all hearings for major and severe disciplinary 
infractions, regardless of whether there has been an appeal. The Warden, upon her 
own motion, may reverse the decision, remand the decision back to the Unit 
Management Disciplinary Team or Hearings Officer, or modify the sanction imposed 
whenever such action is warranted based on the record. Under such a review, a 

_ sanction imposed by the Unit Management Disciplinary Team or the Hearings Officer 

| may not be increased. 


E. Appeals 
1. Appeals shall be made to the Warden or Designee and are only provided to 
inmates who are found guilty of Severe Infractions in which the sanctions 
imposed include a loss of accrued good time credits. The only sanction which is 
subject to modification is the loss of accrued good time credits. 
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2. At the conclusion of a hearing in which a sanction has been imposed to 






recommend the loss of accrued good time credits, the Hearings Officer must 


advise the inmate of her right to appeal the decision to the Warden or Designee. 


(a) The appeal must be filed within fifteen (15) days following the delivery of 
written hearing results to the inmate. The appeal must be sent to the Warden 
or Designee; however, the sanction may be imposed prior to the Warden or 


Designee’s decision concerning the appeal. ° 


(b) The appeal must contain the inmate's version of the facts and the argument. 
outlining the specific aspects of the hearing that the inmate is appealing. 


(c) ‘The Warden or Designee must act on the appeal within fifteen (15) days, 
excluding holidays and weekends, of receipt of the appeal, and may take one 
of the following actions: | 
(1) Affirm: Agree, with the actions of the Hearings Officer and affirm the 
recommendation for loss of good time. ole | 

(2) Dismiss: Disagree with the actions of the Hearings Officer and dismiss 
the sanction for the recommended loss of good time. 

(3) Modify: Modify by vedneing or suspending the sanction that relates to 


the recommendation for loss of good time. 


(d) .The Warden or Designee will consider the merit of appeals based upon the 
following factors: | 
(1) Whether there was evidence to support the charges. 
(2) Whether there was substantial compliance with applicable disciplinary 


policies and procedures. 


=~ 
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(3) Whether the sanctions imposed were proportionate to the rule violation. 





F. Emergency Procedures 


In the event of an institutional disruption that requires emergency action, any or all 
portions of this policy may be temporarily suspended without notice. Any inmate 
involved in the emergency may be detained without a hearing throughout the course of 
an officially declared emergency. On rare occasions an incident is so widespread as to 
have involved, in some general way, virtually all staff eligible to serve as Hearings 
Officers or Housing Unit Disciplinary Team members. Under these circumstances the 
Warden or Designee may authorize one or more committees to hold Higeiplinany 
hearings. No member should be selected to review a case in which they were 


personally involved in a substantial manner. 


G. Training 


The Warden will ensure that pre-service, and annual in-service training includes 
sessions on these procedures, including familiarity with the rules of the facility, 
rationale for the rules, and sanctions available. 


H. Inmate Advisement 
| . All inmates housed at the Women's Correctional Center at the time that this policy is 
placed in effect will receive, and sign for, a copy of the disciplinary policy or an 
inmate disciplinary hand book. All reception inmates will receive a copy of the 
disciplinary policy or an inmate disciplinary hand book, and sign a form indicating 
receipt of this information during the orientation process. 


I. Effect Of Conviction/Dismissal , 
_ Subsequent administrative action by the Housing Unit Management Team, or other 
| authority, does not constitute additional punishment and should not be construed as 
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such. If the conviction for an offense affects the inmate's security level, the inmate _ 
may be considered by the Housing Unit Management Team for proper reclassification. 
Dismissal or modification of a conviction does not deprive the Housing Unit 
Management Team of the opportunity to consider the inmate's conduct for purposes 
other than discipline, including but not limited to, security classification decisions. 

J. Disclaimer: 
This policy is not intended to create any liberty interests protected by the 
FOURTEENTH AMENDMENT of the UNITED STATES CONSTITUTION. 


Vv. CLOSING: 
Questions concerning this policy and procedure shall be directed to the institution's Warden 


or Designee. 


Attachments: 

_1: Disciplinary Infraction Report/N otice of Hearing 
2: Disciplinary Hearing Decision 

3: Severe Infraction Appeal 

4: Miranda Warning 


STATE OF MONTANA 
DEPARTMENT OF CORRECTIONS 


DISCIPLINARY HEARING DECISION 
SEVERE ( ) MAJOR ( ) MINOR ( ) 
INMATE'S NAME: AO#: 3 DATE: 








VIOLATION OF RULES AND REGULATIONS #: 
I DO UNDERSTAND/ 
CONTINUANCE GRANTED TO, DATE: 
REASON: 
PLEA: ( ) GUILTY ( ) NOT GUILTY ( ) OTHER: 
INMATE'S STATEMENT: 





I DO .NOT UNDERSTAND THE VIOLATION. 








jpn fe Me 88g 
































EVIDENCE PROVIDED: 


NDINGS: ( ) GUILTY ( ) NOT GUILTY 
EVIDENCE RELIED ON : 











SANCTION(S): 











REASON(S): 

















HEARINGS OFFICER/ UNIT DISCIPLINARY TEAM 


IF THE DECISION IN THIS CASE RESULTED IN A LOSS. OF GOOD-TIME. I- UNDERSTAND THAT I MA 
APPEAL THE DECISION OF THE HEARINGS OFFICER TO THE WARDEN. IN ORDER TO FILE AN APPEAL, 
MUST SUBMIT A WRITTEN REQUEST TO THE WARDEN WITHIN 15 DAYS FROM TODAY. 


La 


INMATE SIGNATURE & AO# 


Q 


C: 1. RECORDS 2. PAROLE BOARD (SEVERE AND MAJOR) 3. HOUSING UNIT. —_ 4. INMATES 





STATE OF MONTANA 
DEPARTMENT OF CORRECTIONS 


DISCIPLINARY HEARING DECISION 
SEVERE ( ) MAJOR ( ) MINOR ( ) 
INMATE'S NAME: AO#: DATE: 











VIOLATION OF RULES AND REGULATIONS #: 
| I DO UNDERSTAND/ 
CONTINUANCE GRANTED TO, DATE: 
REASON: 
PLEA: ( ) GUILTY ( ) NOT GUILTY ( ) OTHER: 
INMATE'S STATEMENT: 


I DO NOT UNDERSTAND THE VIOLATION. 








ed th: re : be 





























EVIDENCE PROVIDED: 








NDINGS: () GUILTY ( ) NOT GUILTY 
EVIDENCE RELIED ON : 














SANCTION(S): 











REASON(S): 














- 


HEARINGS OFFICER/ UNIT DISCIPLINARY TEAM 





IF THE DECISION IN THIS CASE RESULTED IN A LOSS OF GOOD-TIME. I: UNDERSTAND THAT I MAY 
APPEAL THE DECISION OF THE HEARINGS OFFICER TO THE WARDEN. IN ORDER TO FILE AN APPEAL, 
MUST SUBMIT A WRITTEN REQUEST TO THE WARDEN WITHIN 15 DAYS FROM TODAY. 


tH 


INMATE SIGNATURE & AO# 


Q 


C: 1. RECORDS 2. PAROLE BOARD (SEVERE AND HAJOR) 3. HOUSING UNIT. | 4. INMATE 


ATTACHMENT 3 


DEPARTMENT OF CORRECTIONS 
SEVERE INFRACTION APPEAL 


(Appeals are limited to a sanction of a loss of good time) 


Inmate’s Name: ID#: 
Date tis ate cided in Violation: 


Disciplinary Hearing Decision: 








DECISION OF THE WARDEN: 

















WARDEN’S SIGNATURE DATE 


_ cc: Records, Board of Pardon. and Parole, Housing Unit, Inmate 


ATTACHMENT 4 


DEPARTMENT OF CORRECTIONS 


MIRANDA WARNING 


Before we ask you any questions, be advised: 


You have the right to remain silent. 

Anything you say can be used against you in a court of law. 

3. You have the right to speak to an attorney and have your a pOEnEY present before we ask you 
any questions. 

4. Ifyou cannot afford an attorney, one will be appointed for you, at public expense, before this 

questioning continues. 

5. If you decide to answer questions now, without an attorney present, you will have the right to 

stop answering at any time. You also have the right to stop answering at any time until you 

speak to an attorney. 


N — 


Iam signing asa witness Goa lapis that I a wt npillhed if the inmate can read ane ; 
write and/or taken shes re to. ensure the inmate e understands ae edie and v waiver. S - 


WITNESS ee ae oe 
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Il. 


IV. 


MONTANA WOMEN’S PRISON 
POLICIES AND PROCEDURES 


Subject:  ffender Visitation Policy 


POLICY: ° 

The Montana Women’s Prison recognizes that the development of healthy family and 
community ties is an important element of the rehabilitative process. Inmates are 
encouraged to maintain contact with family members and positive friends through 
controlled personal visitation. Visitation is a privilege and may be revoked for 
disciplinary sanctions, violation of this policy, or may be limited based on the offender’s 


classification. 

AUTHORITY: 531203, MCA. Powers and Duties of the Department.. 
DEFINITIONS: 

Immediate Family; Mother, father, brother, sister, husband, children and grandparents. 
Step-parents and half-siblings may be included if they spent a substantial portion of the 
inmate’s formative years with her. 

PROCEDURES: 


A. Visitor Approval 


Visitors will be approved in accordance with the following guidelines; 
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Subject: Inmate Visitation Policy 


1. On admission to the institution, inmates will be provided visitor questionnaires and rules 





that shall be mailed to prospective visitors. Additional questionnaires are available in the 


housing units. 


2. Each prospective adult visitor must complete a separate questionnaire accurately and 
completely. Separate questionnaires must be submitted for husband, wife and 
child/children over 18 years of age. Questions will be answered for each person on the 


same questionnaire if it is a parent/guardian and child/children are under 18 years of age. 


3. Children of an inmate may visit that inmate without being accompanied by a 
parent/guardian if the child is 16 years of age or older. The child must fill out a visiting 


questionnaire and be approved. Must have picture I.D. when visiting. 


4. The questionnaires must be completed and returned to MWP and forwarded to the 
designated Supervisor to conduct a record check. Upon receipt of record check, the 
designated Supervisor will approve/disapprove the visitor request. The assigned officer 


will record approved/disapproved visitors in approved visitor book. 


5. The inmate will be given a copy of her visitor’s request form after it has been 
appproved/disapproved. It will be the responsibility of the inmate to notify prospective 


visitors of the action taken and to send approved visitors a copy of the visiting regulations. 


6. Reasons for disapproval of a visitor will be given to the inmate. She may appeal the 


disapproval to the Associate Warden. 
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7. There will be a limit of 25 persons (excluding children under 16 years of age) on an 
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inmate’s approved visiting list. If a visitor is on one inmate’s visiting ist, they cannot be 


on another inmate’s list unless they are a member of the immediate family. 


8. Persons under the age of 18, related to the inmate, (NOT a child of inmate) may visit 
only in the company of their parent/guardian. If the parent/guardian does not wish to visit 
the inmate, then the parent/guardian must come in person to MWP and sign a waiver giving 
permission for immediate family to bring the youth in to visit. Immediate family must be 


approved visitors. 


9. Persons on active probation, parole, or other forms of conditional release must obtain 
written permission of their probation/parole agent. In addition, they must be approved by 


the designated Supervisor. 


10. Out of town visitors on probation or parole supervision must present a travel permit 


signed by his/her Probation/Parole Officer for admittance. 


11. A probationer or parolee, or one who has recently discharged a prison or jail sentence, 
may generally be approved to visit after six months of satisfactory community adjustment 
if he or she is a member of the immediate family (immediate family is defined as; mother, 
father, brother, sister, husband, children and grandparents. Step-parents and half-siblings 
may be included if they spent a substantial portion of the inmate’s formative years with her) 
Prospective visitors in this category who are not immediate family will be approved after 


two years of satisfactory community adjustment. 
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12. Conviction of a felony charge by an approved visitor will result in suspension of 
visiting privileges. Approved visitors with pending Felony charges may also be denied 


Visiting privileges pending disposition of those charges. 


Py . 
13. Persons shown by substantial evidence to have a harmful effect on the inmate, whose 
behavior is disruptive, or who constitutes a threat to the security of the institution may be 


excluded from the approved visiting list. 
14. Every six months approved visitors may be reviewed for updated criminal record. 


15. Programming needs of the inmate will take precedence over visits. 


SPECIAL VISITS: 


1. Special Visits: Special visits may be approved by the Associate Warden or designee. 
Requests should be made a minimum of three days prior to the visit. Special visits will be 
limited to special circumstances such as family members traveling from other states who 
visit infrequently. Family members not on the approved visiting list may be granted one- 


time only visits pending formal approval and provided they have a picture I.D. 


2. Legal Visits: Attorneys will be granted special visiting approved by the Assoc. Warden. 
Attorneys should normally visit between 8:00 a.m. and 5:00 p.m., Monday through Friday, 
and should call 24 hours in advance to minimize problems arranging the visit. Attorneys 
must present proper credentials and identification, and will be subject to search and all 
applicable institutional rules and regulations. Conversations between inmates and attorneys 


may be visually observed by officers, but will not be listened to. Attorneys and inmates 
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may exchange written material without it being read. All reasonable precautions will be 
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Subject: Inmate Visitation Policy 








taken to preserve confidentiality of the attorney/client relationship. The non-contact 
visiting booth is available to assure this confidentiality, at the Attorney or staff request. 


Any exceptions will be at the discretion of the Associate Warden or designee. 


3. Hospitalized Inmates: Visits and phone calls are not allowed for inmates who are 
hospital patients. In the case of long-term or critically ill patients, special exceptions may 
be made. Any exceptions, however, require both medical (by the attending physician) and 


security clearance. 


4. Intake Inmates: Newly received inmates will not be allowed visiting privileges until 
their visitors list is approved. The waiting period does not apply to inmates who have gone 


out to court and are waiting on Reception to return to a housing unit. 


5. Maximum/Administrative Segregation Inmates: Inmates on these status will be allowed 


one (1) hour visit per week. Visits must be arranged in advance through the Associate 


Warden or designee. Max visits will be non-contact. 
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VISI P EDURE: 





1. Inmate visitors will be admitted through a designated entrance at the institution fifteen 
minutes prior to beginning of visiting time. Officers will carry out a process of screening 
approved visitors. Any visitors not approved will be asked to leave. Approved visitors will 
be escorted into the visiting areas where they will conduct their visit with the appropriate 


inmate. : 


2. No more than five (5) people (including children) may visit each inmate. A visitor may 


have no more than one inmate visit at a time. 


3. There will be no limit on the number of inmates who may have visits at one time unless 


the Visiting Room has reached its capacity of 44 persons. 


4. If the Visiting Room is full, no more visitors will be let in. If more visitors arrive, out- 
of-town visitors will be given priority over local visitors. Local visitors are from Billings, 
Laurel and other surrounding small towns. In the event of overcrowded conditions, those 
visiting will be allowed one hour and then be terminated. In no case will a visit be less than 


one hour from start of visit. 
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5. VISITORS are required to leave personal items outside the facility except for the 


following items: 


a) Identification with picture (no wallets or purses) 

b) One handkerchief 

c) One small plastic pocket comb (no picks, brushes or rat-tail combs) 

d) Eyeglasses 

e) Prescribed medical appliances; must have medical documentation if needed. 


f) No more than $10.00 in quarters in a clear plastic bag. 


Visitors with small children may also bring; - 


a) One (1) clear plastic bottle of formula/juice per baby 

b) One (1) factory sealed jar of baby food and small plastic spoon 
c) Four (4) diapers 

d) One (1) baby blanket (not quilted and no larger than 3' X 3’) 

e) No baby carriers or diaper bags. | 

f) One new factory-sealed container of baby formula 


g) One small toy 


Visitors may request approval from the Visiting Room Officer to bring in checks to be endorsed 
by the inmate, and legal papers. | 
Money orders or cash brought in for deposit into their account is to be receipted and money 


placed in the money box. 
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All other personal property is to be left in the visitor’s car. Prescription medications needed 
during visiting may be stored in a locked container in visiting entrance foyer. The introduction 
of any item not previously authorized may result in termination of visiting privileges and legal 


action. 


Visitors are responsible for transportation arrangements in the event that they end their visit early 


or are terminated from visiting. 


Upon completion of their visit, visitors will be escorted out of the building, Visitors will not be 


permitted to loiter outside the Center, waiting for a ride. 


3. Dress Code: This code applies equally to men, women and all children seven years or older. 
In general, visitors must be dressed and groomed in a manner that will not distract, disturb, or 

cause offense to other visitors, inmates or staff in the visiting areas. Decisions in this matter will 
be made by the Visiting Room Officer. If the visitor has a question about the decision, it will be 
referred to the Shift Supervisor. If in the Supervisor’s estimation the clothing is not appropriate, 
the visitor will be required to leave. The visitor will not be allowed a wrap to cover the problem 


in question. 
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The following items of clothing will not be worn in the Visiting Room: 


a) Shawls or ponchos 

b) Down-filled vests 

c) Head scarves, hats or caps 

d) Sweaters and jackets will be allowed with the following restrictions: no lining and no 
hoods. 

e) Form-fitting (lycra or spandex type) clothing (tops or pants) 

f) Tops which expose midriff or excessive cleavage 

g) Tank tops 

h) Any skirt or dress above mid-thigh length. 

I) Shorts or culottes above mid-thigh length. 

j) See-through clothing 


k) Female visitors must wear a bra (sport, regular or strapless) 


4. Visitor Screening and Search 


Prior to Visiting, all visitors must: 


a) Register with the Visiting Room Officer and provide proper identification (a picture ID 
is required for all adult visitors) 

b) Be checked to determine that they are approved for visitation. 

c) Submit to search by a scanning device and personal (pat) search. 

d) Whenever reasonable suspicion exists that a visitor is attempting to introduce 
contraband into the Prison by hiding contraband items upon his/her person, the individual 
will be advised of the existence of reasonable suspicion and of the Prison’s intent to 


perform a strip (unclothed body) search of the visitor. The visitor will further be informed 
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that criminal charges will be filed with the County Attorney if illegal contraband is found 





during a search. The visitor will be asked to sign a “Consent to Search Form” and a 
“Waiver of Rights” (Miranda) form. Failure to consent will constitute grounds for denial of 
visitation. Strip searches of visitors will be conducted in a private location by two same 

sex Prison personnel. 

e) Any visitor failing to comply with these requirements or found to be in possession of 


contraband will be denied visiting privileges. 


5. INMATE Search and Possession: 
a) All inmates will be pat searched prior to visiting and strip-searched before leaving the 
visiting area. ! 
b) Inmates may take only the following items into the Visiting Room: 
1) One wristwatch 
2) One pair earrings 
3) Legal papers 
4) Eye glasses 
5) Two rings ast 
Inmates must wear a iniform, bra, socks and shoes. 
NO items may be directly exchanged between inmates and visitors during visiting. 
Hobby items and property may be sent out with the approved visitor. 
a) Must have approved kite. To be given to Visiting Room Officer prior to visiting. 
b) Visiting Room Officer will retrieve property from the Property Room. 
c) Visiting Room Officer will give property to visitor at end of visit. 
d) The kite is to be signed and dated by the Visiting Room Officer and the Inmate once the 
property has gone out with the visitors. — 
Pictures taken during visiting may go out with the visitor(s). 


Inmates may not bring food or drink into or out of the Visiting Room. 
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MA V ES; 


1. Visitors and the inmate are permitted one embrace including a kiss at the beginning and end 


of the visit. 


2s Hand-holding is permitted. Hands must be kept in view of the Visiting Officer at all times. 
Necking, petting or attempting to engage in sexual contact are not allowed and will result in the 
visit being terminated. Visitors’ approval is subject to suspension for engaging in prohibited 


behaviors. Inmates engaging in prohibited behavior will be subject to disciplinary action. 


3. The inmate and the visitor(s) are responsible for supervising and controlling the behavior of 
children during the visit. If, after being warned, the inmate and/or visitor fail to control the 


child(ren)’s behavior, the visit will be terminated. 


Children are to remain with the visitor and inmate during the visit. Children are not allowed to 
wander away from the visitor who brought them. Visitors will accompany children to the 
restroom. Children 13 and under may sit next to their mother during visiting or on the mother’s 


lap at the discretion of the Visiting Room Officer. 


4. An activity log will be maintained by the Visiting Room Officer. Records of behavior 
problems and warning will be made. A history of repeated violation of warnings or rules may 


result in prohibiting further visits by those who no not follow the rules or disrupt visiting. 


5. When visitors leave the visiting area, the visit is terminated. After leaving, visitors may not 


return to the same visiting session. 





a 
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Subject: Inmate Visitation Policy 


6. All visitors and inmates are expected to remain seated.on chairs. Vending machines are 






available for purchase of snacks or soft drinks. Only visitors may handle money for the vending 
machines. Nothing bought may to taken out of the Visiting Room by inmates or visitors with the 


exception of photographs. 


TERMINATION OR SUSPENSION OF VISITS: 


1. A visit will be denied, terminated or suspended for the following reasons; 


a) Institutional emergency 

b) Visitor(s) under the influence of drugs or alcohol. 

c) Insufficient available space. 

d) Visitor refuses to submit to a pat search 

e) Visitor refuses or fails to produce ID or falsifies ID 

f) Visitor attempts to introduce contraband items into the Prison. 
g) Visitor violates Institutional rules regarding visiting. 

h) Visitor fails to supervise and control child(ren). 

I) Visitor and inmate engage in unauthorized physical contact. 


j) Other factors which adversely affect the security of the facility. 


2. Prior to termination or suspension of visiting privileges, Visiting Room Officers will make a 


reasonable effort to enforce policies through less restrictive methods. 


3. Whenever a visit is terminated, a report will be written giving the specific reasons for the 


termination. A copy will be given to the inmate and mailed to the visitor. 
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Subject: Inmate Visitation Policy 


4. Suspension of visiting privileges may be imposed only by the Associate Warden or designee, 


or as part of a disciplinary proceeding. 


a) Both the inmate and visitor will be notified of possible suspension of visiting and 
allowed to submit a written response. 

b) The Associate Warden may have an individual’s name removed from the approved 
visiting list for a definite, indefinite or permanent period of time. 

c) The inmate and visitor will receive written notification of action taken and reasons. 
However, the visitor can request a review of this decision six (6) months after the initial 
decision has been made to indefinitely or permanently suspend visiting privileges. 

d) The inmate may request a review six (6) months after the initial decision has been made 


to indefinitely or permanently suspend visiting privileges. 


V. CLOSING 


Questions concerning this Policy shall be directed to your immediate Supervisor. 


Bh { } 
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MONTANA WOMEN’S PRISON 
POLICIES AND PROCEDURES 


Policy No 3.5.14 









I. POLICY: It is the Policy of the Women’s Correctional Center to provide a structured, 
secure living environment for inmates who have demonstrated a need for discipline, control and 


the highest level of security based on risk assessment or disciplinary action. 


Il. AUTHORITY: MCA §3-1-203 Powers and Duties of the Department 


II. DEFINITIONS: 

Maximum Custody Classification: A custody level for inmates, determined through 
an objective custody assessment, to be at a risk level which mandates maximum security 
housing. 

Temporary Lock-up: Secure cells designated for the temporary confinement of 
inmates alleged to have violated policy and who pose a threat to themselves, others or the 
security of the facility. 

Disciplinary Segregation/Detention: Placement of an inmate in a secure unit as a 
result of being found guilty of a severe infraction and given a sanction of either detention or 
disciplinary segregation. 

Administrative Segregation: Placement of an inmate in a secure unit as a response to 
request from mental health personnel or by determination that inmate is in need of | 
protection from general population, or if inmate is a threat to herself, others, the security of 


the facility due to circumstances which are not of disciplinary nature. 
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Reception/Intake: Placement of an inmate in a secure unit upon arrival to the 
Women’s Correctional Center pending completion of medical clearance procedures and 


classification. 
IV. PROCEDURES: 


Inmates assigned to the secure housing unit may be housed in: (1) MWP Secure Cell, (2) 


County jail, or (3) Out of state facility. 


Except in an emergency situation, the number of inmates confined to one cell shall not 
exceed one (1) inmate per cell. This rule does not apply to cells designated for 


Reception/Intake inmates. 


Staff will facilitate hourly checks on each inmate assigned to secure housing, and will 


maintain an active log book of all observations, meals, recreation and other activities. 


Mobility 


Inmates assigned to the secure housing unit may be released from the cell under direct 
supervision for emergency and non-emergency medical care, legal visits and 
communications, visitation, showers and supervised out-of-cell recreation. Additional out- 
of-cell activities must have the approval of the Associate Warden and/or Clinical Services 


Director and the Security Manager. 


The presence of two staff members is required at any time a secure cell door is opened. 


Two staff will remain present at all times when the inmate is out of cell. 
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Inmates assigned to the secure housing unit must be escorted in wrist, belt and leg 
restraints at all times when out of the facility including supervised recreation in the facility 
yard. Step by step restraint procedures for inmates assigned to the secure housing unit will 
be mandated in post order form and approved by the Facility Warden, and will include 
procedures for: 

cell release for transport, 

cell release for showering, 

cell release for visits, 

cell release for recreation, and 


cell release for additional approved out of cell program activities. 
Visiting 


Inmates assigned to the secure housing unit, excluding intakes, will be allowed one visit per 
week, one hour in duration, and one visitor per visiting period. This applies to all pre 


approved visitors, and does not apply to legal visits. 


Normally, visits will occur in the secure housing unit. Children will not be allowed to visit 
in the secured housing unit. The visitor may be provided a chair and may sit outside of the 
secure cell. The visit will take place through the food slot. The cell door may be left open 
only with approval of the Facility Warden. Visits may also be approved to be held in non- 


contact booth in visitors center. 


Staff must be present at all times during the visit, except in the case of a legal visit when a 
request is made for confidentiality. In this case, staff will be stationed in an area which 


allows visual supervision of the visit. Cell door must be secured. 
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Legal visits may occur Monday through Friday, 8:00 a.m. to 5:00 p.m. All legal visits must 
be pre-arranged through the Associate Warden at least twenty-four hours in advance of the 


visit. 


Inmates assigned to the secure housing unit may have one, fifteen minute phone call per 


day at staff convenience. 


Religious counseling will be arranged for inmates in the secure housing unit upon request 


by the inmate. Religious visits will be conducted in the same manner as other visits. 


Property 


Inmates assigned to the secure housing unit will be allowed property items as defined in 
Policy # 4.1.3a Contraband/Offender Property. All property items designated in policy # 
4.1.3a are subject to disapproval in any instance the inmate engages in practice of 
destroying such items. Any decision to disapprove necessary personal hygiene items must 
be approved by the Warden or designees, and reviewed at intervals not to exceed twenty- 


four (24) hours. 


Inmates assigned to the secure housing unit may order the following items from canteen: 
1 book of stamps 
envelopes 
writing paper 
felt tip pen 


Inmates assigned to the secure housing unit may not order food items from canteen. 





Policy No.: DOC | Chapter: Facility/Program Operations Page 5 of 7 


Subject: Secure Unit Housing 





Property Items Not Allowed 


Under no circumstance will the following items be allowed in the secure housing unit: 
Jewelry 
Belts 
Shoelaces/any cord type item 
Glass or metal containers 
Hair sprays or any items in aerosol form 


Plastic trash liners 


Housekeeping 
All bedding and laundry will be turned in weekly and exchanged for clean supply. 
Laundry for inmates assigned to the secure housing unit will be completed by inmates from 


the general population as assigned. 


Inmates assigned to the secure housing unit are responsible for their own living unit and all 


items within that unit. 
Cells will be kept in a neat and orderly fashion. Cell cleaning schedules will be posted. 


Inmates will be expected to sweep, mop, scour toilet and sink. Cleaning supplies will be 


provided per cell cleaning schedule, and staff will supervise all cell cleaning activities. 


Trash must be removed from cell at least weekly or more frequently as needed. Paper bags 


provided by facility. 
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Personal Hygine 


Inmates assigned to the secure housing unit are required to shower three (3) times per 


week. Staff will follow post-order procedures for secure housing unit inmate showers. 
Food Service 


Inmates assigned to the secure housing unit will receive the same meals as inmates in 


general population, unless the inmate has special diet orders from medical staff. 
Meals will be provided three (3) times per day. 


All food and beverages will be served on paper or Styrofoam plates/bowls/cups. One 
plastic spoon will be provided with each meal, and must be removed from cell when meal is 


complete. Inmates not allowed to trade or give away food to another inmate. 


Inmate Requests 


The following services are available upon inmate request: 
Medical Care 
Mental Health Counseling 
Religious Counseling 


Legal Communications 


Inmates are required to submit an “Inmate Request to Staff” form with all request. 










Policy No.: DOC | Chapter: Facility/Program Operations Page 7 of 7 
Subject: Secure Unit Housing 


Recreation 
Inmates assigned to the secure housing unit will be provided out of cell recreation, 
including supervised recreation in facility yard. Out-of -cell recreation will be offered one 


(1) hour per day, five (5) days per week. 


Out-of-cell recreation is not allowed for inmates assigned to the secure housing unit under 


Intake or Temporary Lock-up status 


Treatment/Programs 


Inmates assigned to the secure housing unit may participate in treatment/program 
activities as approved by Clinical Services Director and Associate Warden. Individual 
treatment plans will be established for inmates assigned to the secure housing unit for a 


period of time to exceed thirty (30) days. 


Disciplinary Procedures 


Inmates assigned to the secure housing unit are expected to comply with WCC Disciplinary 


Policy 15-001 


Any disfiguring or destruction of cells or any state property will result in disciplinary 
action. No items of any kind will be allowed on the walls or windows. Throwing of food, 


food trays, utensils or any items is forbidden. 


Additional restrictions may be imposed in any situation where the inmate’s behavior 


justifies a threat to herself, others or the security of the facility. 


V. CLOSING. 


Questions concerning this policy shall be directed to your immediate supervisor. 





















a re ae 
~~ a ; fi ; 


+ son es — onl rei 


(waite 190% Hoo te odes heen inemper a uareananbaslnis 


wee, Seall wil! fede poten proceed wer: “hom eee 
P : : itu i 


iia 
“whitetiriy gnien od suns add oF bongivas extermal 10) bowadlla test ai noiriveer ttso'tontin® via 
a nite pahel wenqasT ios Sa 

Larntes basi meh ty thw teens Pay fan gt pat we Caney ip btw o antes HTH seth “oe 
Giwirad po gutadiem spall Cet Soabpatite We vpw diab aie » “haw * psig Vid beatae + 
cre tgerq meet: taotl i ongoing yom tine grdavodt oruaer vd od betigicus aomcant 

tat ibel! notrn Paseo BRNNIUC sotvIe LesinllD vd biverqye vo etiwinad 

€ tol ties gaienod syue od? oF bongiess eatamat wi bedeidntes od fiw anaig toomeangtt 
fait Foor Ad Devic aired Ona ao kewl ain gage, BEB OLY tA baht 
satgees Coneste ey ori Raa giochi Oar Uapanlt Namionel staph aA: tae Wate wT hls i 


Garvey He, Intent peat lire’ tpt oF glen Wee Ay feneet tn. 


Bae rem he ‘TMi wht 


‘ruunitqtsaib ni shvaws iw eneliqgoag suid GR vilas Ve noltau ash v0 gahagi 

bos? lo Yaaro ewoboiw 10 tllicw edt m0 bowollx od Riw buid yan Po amotio 

_ emed iewt) Comey” agbbighal ai-amoni yas 10 aieasia ecer 
tae catty | ; 


a Mats 
2 aia C 


MONTANA WOMEN’S PRISON 
POLICIES AND PROCEDURES 





Subject: OFFENDER CORRESPONDENCE 
[Signawe: <i ge lective Date: 6-15-1997 
















I. POLICY: 
Offenders shall be allowed to communicate and correspond with outside persons or organizations 
subject only to limitations necessary to maintain order, security, rehabilitation, and sanitation of 
the Montana Women’s Prison. Correspondence between offenders and their families, friends, and 


other associates is encouraged subject to policy constraints. 


Il. AUTHORITY: 
53-1-203, MCA. Powers and Duties of the Department 


Il. DEFINITIONS: | 
Program/Facility, for the purposes of this policy, includes correctional facilities/programs, pre- 
release centers, transition centers, community corrections facilities, juvenile, or adult detention 


facilities. 


IV. PROCEDURES: 
The Associate Warden is responsible for implementing the MWP correspondence policy. A mail 
system will be established that provides for the convenient deposit and distribution of mail every 


business day. 
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Subject: OFFENDER CORRESPONDENCE 


Correspondence is prohibited between an offender and any individual committed to another 


correctional facility/program as defined, unless the persons communicating are members of the 


same immediate family, or are parties to the same legal action, and the Warden or designee has 


approved such correspondence. 


A. Privileged Correspondence 


1. Privileged correspondence consists of mail to and from: 


a 
b. 


fe 


ae 


Licensed attorneys; 

State or federal court judges and their law clerks; 

Elected city, county, state or federal officials; 

The Montana Defender Project, Montana Legal Services Association, State Bar of 
Montana, American Civil Liberties Union, Civil Rights Division and National — 
Association for the Advancement of Colored People (NAACP); 

The Department of Corrections Director, Department attorneys, Department division 
administrators, and superintendents/wardens; 

U. S. Department of Justice/Attorney General; 

Medical Review Panel; and 


Commission on Practice of the Supreme Court. 


2. Outgoing privileged correspondence: 


Shall indicate on the envelope the name and the official status of the addressee; 
Shall not be opened, inspected or censored in any manner, unless the conditions 
described in Section G, 1, of this policy exist, and 

May be held for a reasonable period of time to allow verification of the addressee's 
status. 

















a 
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Incoming privileged correspondence: 

a. Shall indicate the name and official status of the sender on the envelope; 

b. May be opened and examined for contraband only in the presence of the offender 
addressee; 

c. Shall not be read by facility/program staff; and 

d. May be held for a reasonable period of time to allow for verification of the sender's 


status. 


B. General Correspondence 


9. 


General correspondence consists of mail to and from persons not included in Section A, 1 


of this policy. 


Outgoing general correspondence: 

All outgoing mail may be stamped with the facility/program name and address. 
Offenders shall be allowed to send letters not otherwise prohibited by this policy, to 
any person or organization, unless that person or organization has notified the 
facility/program that they object to receiving such mail. 

c. Offenders shall be allowed to send as many letters as they wish, unless evidence 
related to facility/program security, order, sanitation or rehabilitation exists to justify 
a limit. 

d. General population offender mail shall not be opened, inspected or censored in any 
manner, unless the conditions described in Section G of this policy exist. Maximum 
Security Unit mail will be sent from the unit unsealed and will be read. 

e. All correspondence shall include the sender's name, number and complete return 
address. : 

f. Offenders shall be allowed to send money only to those persons on that offender's 


approved Visitors’ List. 
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3. Incoming general correspondence: 
There shall be no limit on the amount of First Class mail an offender may receive. 
b. First Class mail: 
1) May be opened and inspected for contraband; 
2) Must clearly state the offender's name and identification number; 
3) Must clearly state the sender’s full name and complete address. 
3) May not violate any of the conditions of the Non-Deliverable Mail Notice. | 
c. First Class mail may be read if: 
1) Itis from another correctional facility; 
2) Is being returned to the MWP as andeliveraile: 
3) Is addressed to Maximum Security or Special Management offenders; and/or 
4) Is believed to be in violation of this policy. 
d. Incoming mail may also be read if there is reasonable suspicion to believe that the 
letter contains: 
1) Threats of physical harm against any person or threats of criminal activity; 
2) Blackmail or extortion; 
3) Contraband being sent in or out of the facility; 
4) Plans to escape or assist another to escape; 
5) Plans for activities in violation of MWP rules, such as riots; 
6) Code or foreign language not understood by the reader; 
7) Drugs or drug paraphernalia, and/or 
8) Other material which, if communicated, would create a serious danger to the 
security of MWP. | 
e. If mail is read, the offender will be notified and informed of the reason why and a 
written record shall be made consisting of: 
1) The offender's name and number; 
2) Sender's name and date of letter, and 


3) The reason for reading the letter. 





h. 
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If any portion of a letter which is read contains any of the violations listed under 
Section B, 3, c-d above, or contains any reference to a postal regulation violation, the 
letter may not be delivered and the offender to whom it is addressed will be informed 
of the reasons for nondelivery and entitled to the provisions of Section G of this 


policy. 


In the event that information and/or material contained in offender correspondence 
results in an investigation that may involve disciplinary action or criminal charges, 
MWP is not required to notify the offender that the mail was read until the 
investigation and/or pending charges have been resolved, or sooner as deemed 


appropriate by MWP. 


Money received must be from and approved visitor in the form of a money order 


only. Cash, personal checks or money received in any other way, unless pre-approved 


by the Associate Warden, — will not be deliverable and will be processed as per Section 


G of this policy. 


C. Packages 


1. Incoming 


a. 


Packages may be received from persons on the offender's approved visitors’ list or 
vendor containing only the items pre-approved by the MWP Contraband Policy and 
will be examined for contraband in the presence of the offender addressee. 
Contents of the package must be new and unused the price tag or other evidence of 
value must be affixed. Exceptions to this section may be made by the Associate 
Warden and for initial intakes. 
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Any item received, which would cause an offender to exceed the personal possession 


ct 
limitation (see d. below) imposed by MWP, will be considered undeliverable and 
processed as per Section G of this policy. : 

d. Packages should clearly state the offender’s name and ID number and the full name 
and address of the sender. 

e. A pre-approved list of items is included in the MWP Contraband Policy which may 
be received from persons on the offender’s visiting list. 

f. Limits on incoming packages which take into account the offenders’ classification 
level, property allowable for each offender, security, and other MWP concerns have 
been established in the Contraband Policy. 

2. Outgoing 

a. Offenders can ship packages, at their own expense, only to persons on their approved 
Visitors’ List or vendor. 

b. Offenders’ visitors are allowed to pick up personal property after being approved by 
designated staff. 

D. Publications 


1. Offenders may receive books, magazines, newspapers or other printed matter, providing 


such material is sent directly by the publisher or an authorized retail outlet, and providing 


such material: 


a. 


Does not contain instructions for the manufacturing of explosives, weapons, drugs or 
drug paraphernalia; 

Does not advocate violence and is not of a type that has caused violence or 
disruption in similar programs/facilities; 


Does not advocate racial, religious or national supremacy or hatred; 


SS 
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d. Does not encourage behavior which is detrimental to rehabilitation such as gambling, 
illegal sexual activities or encouraging the commission of a crime; 
e. Does not violate any other existing facility/program policy; and 


f. Is not the result of a contract purchase. 


2. Offenders may not receive advertising flyers, pamphlets, catalogs, promotional material 
and other bulk rate mailings unless it is coming from a recognized religious organization 


or vendor. 


3. Exceptions or additional restrictions to this section may be made by the Associate 


Warden. 


EK. Tapes 


1. Offenders cannot send or receive taped correspondence without prior approval from the 


Associate Warden or designee. 


2. Offenders may receive cassette tapes and compact disc’s only from approved vendors 


and/or Canteen. Video tapes are not allowed. 
F. General Conditions and Special Provisions 


1. Incoming and outgoing mail may be opened, inspected and held if there are reasonable 
grounds to believe that the mail is being sent contrary to this policy by an offender or a 
person outside of MWP. 


2. When an offender's mail is opened, inspected and held, the offender will be notified and 


informed of the reason why and a written record shall be made consisting of: 
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a. The offender's name and number; 
b. Sender's name and date of letter, and 


c. The reason the mail was inspected and held. 


3. In the event that information and/or material contained in offender correspondence results 
in an investigation that may involve disciplinary action or criminal charges, the 
facility/program is not required to notify the offender that the mail was held or read until 
the investigation and/or pending charges have been resolved, or sooner as deemed 


appropriate by the facility/program. 


4. Ifthe mail is found to be in violation of this policy it will be considered undeliverable and 


processed as per Section G of this policy. 


5. Air, certified, registered, over-sized and over-weight mail services, will be available 


provided that the offender pays for such services. 


6. Nude photographs of persons who appear to be under the age of 18 may be held until 
proof of age is obtained. Nude photos must be of a individual person only and minus 
props of any kind. Nude photos will not be publicly displayed. 


G. Undeliverable Mail 


1. Ifthe contents of first class mail, publications, other printed material, or package items 
are believed to be in violation of this policy, the offender will be issued an undeliverable 
notice with the following options: 

a. Return the items to the sender at his/her own expense, or; 


b. Destroy the items in the presence of two staff members, or; 
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c. Send them to a third party, of the offender's choosing, and at the offender's expense, 
or; 


d. Donate the items to a charitable organization. 


2. Undeliverable mail will not be stored at the facility/program, but may be retained until 


the offender elects one of the above options. 


Vv. CLOSING: 


Questions concerning this policy and procedure can be directed to the Associate Warden. 


NON-DELIVERABLE MAIL NOTICE > 


_ The mail addressed to Inmate AO# NERD + 5” 
undeliverable for the following reason(s) which are a violation of the Montana 
Department of Corrections and Montana Women’s Prison Offender Correspondence 
Policies. 


Mail shall not contain correspondence for inmates other than for the 
inmate whose name appears on the front of the envelope. 


Inmates shall not request another inmate to forward correspondence 
beyond the immediate addressee. 


The Inmate’s committed name and AO# must appear on the front of the 
envelope/package. 


The senders full name and complete address must appear on the front of 
the envelope or package. 


Books, magazines, and newspapers must be received directly from the 
publisher or an approved vendor. 


Postage stamps and cash (currency/coin) are prohibited. 

Stickers or ink pad stamps are not allowed in/on the letter. 

Other than written/typed correspondence, newspaper/magazine clippings, 
small pamphlets, photocopies, photographs or hand-made drawings, no items are 


to be enclosed in the envelope. 


Material that threatens or is detrimental to security, good order, or 
discipline of the institution or the mental health of the inmate. 


Correspondence in code or is gang-related is prohibited. 

Inmate to inmate correspondence between correctional facilities/programs 
is prohibited unless the correspondents are immediate family members or 
parties in the same legal action and the correspondence is approved by the 


Wardens/Administrators of both facilities/prcgrams. 


No foreign substance such as lipstick, perfume, or body fluids, are 
allowed in or on any mail item. 


Polaroid photos must have backing removed. 
Held for investigation. 


Other: 





SENDER: CORRESPONDENCE READ FOR THE 
FOLLOWING REASON (S) : 











Security Officer: Date: 





Il. 


Hil. 


MONTANA WOMEN’S PRISON 
POLICIES AND PROCEDURES 


Effective Date: ‘7 - ia —7 





POLICY: 


It is the policy of the Montana Women’s Prison to establish personal possession limits for 
offenders. The intent is to only permit offenders to possess those items that are necessary for day- 
to-day living which do not endanger the security and safety of staff or other offenders. Allowable 


items may be restricted based on the offenders’ classification. 
AUTHORITY: 

53-1-203, MCA. Powers and Duties of the Department 
DEFINITIONS: 


Contraband refers to any items which are forbidden to be possessed by Montana Women’s Prison 
inmates. All items not specifically authorized or over the allowed number are considered 
Contraband. Any possessions deemed to pose a threat to institutional or personal security, safety 


or health, or undermine authority, or rehabilitative goals may be removed at any time. 


PROCEDURES: 
The procedural guidelines of this policy contain requirements for searches, approved property 
items, facility liability, unauthorized items and property storage. The section on offender searches 


may duplicate policy that is established in separate and distinct Montana Women’s Prison policies 
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encompassed in the master policy manual. However the importance of the "search" process, as it 


relates to offender property, cannot be overestimated, therefore the rationale for any duplication 


that may exist on this subject. 





Personal property searches are critical to ensure that contraband is not introduced into 
Montana Women’s Prison and to detect medical and physical conditions which may 
otherwise go unnoticed. Every offender that is received at Montana Women’s Prison will 
be processed from a reception/holding area to a more secure area of the canis or into a 
housing unit, and will be strip-searched by a staff member of the same gender, whenever 
possible. All clothing, property and personal items will be thoroughly searched. Personal 
property and room searches will be conducted randomly at the discretion of a Supervisor 
or higher authority: These procedures will comply with all security requirements as 


determined in written policy of Montana Women’s Prison. 


B. Approved Property Items 


1. 
2 


A list of approved property items based on custody level is listed in this policy. 

Offender property will not exceed the amount of property that could be stored in ten (10) 
cubic feet. This would include the storage capacity of the state issued footlocker, laundry 
tub, and the two drawers under the bed or two boxes that are 22.5" K 15" X 9.25", 
Excess items that do not fit within this amount will be considered contraband and will be 
confiscated. ade 

Offenders are not allowed to give or sell property to, or receive or buy property from, 
other offenders except as provided for by written approval from the Property Supervisor. 
This policy on personal property will be reviewed on an annual basis. 
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C. Facility Liability for Offender P 


In the event that an offender's property is lost or damaged, and a determination is made that 
Montana Women’s Prison is liable for the loss, destruction, or damage of the property, 
Montana Women’s Prison may be liable for replacement or reimbursement to the offender not 


to exceed $75 per item, with a maximum liability not to exceed a total of $500 for all items. 


D. Unauthorized Items 

1. Unauthorized items brought into Montana Women’s Prison at the time of reception or 
commitment will be marked with the name of the offender, afféeat the offender's election, 
mailed out to a third party at the offender’s expense, donated to a charitable organization, 
or destroyed. Storage of excess offender property may be an option ss determined by 
Property Supervisor. 

2. Contraband items such as weapons, narcotics, alcohol, etc. will be properly marked and 
processed according to Montana Women” Prison disciplinary policy, or turned over to 


local law enforcement authorities for possible prosecution. 


R. WDisbhiine of and: Shims? ) 
It is the offender’s responsibility to arrange for pickup or shipping of items not permitted in 
Montana Women’s Prison. Items in this category for more than 30 days may be considered 
abandoned and destroyed by Montana Women’s Prison authorities. Staff may not appropriate 
abandoned property. 


F. Storage 
Montana Women’s Prison maintains a secure storage area for all offender property pending 
final disposition. All property will be kept by the offender’s name and number, and restricted 


from access by other offenders. No offender will be involved in the search, inventory or 


storage process of property unless under direct staff supervision. 
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G. Money/Checks/Negotiable 


1. 


Cash or money orders brought by the offender to Montana Women’s Prison will be 
forwarded to the business office, and the offender will be provided a receipt. 

An account will be established for the offender noting deposits and withdrawals. The 
offender will be regularly updated regarding the balance of the account. 


H. Property Exceptions 


Offenders housed in high security areas will be subject to additional property limits. 


2. Offender property may be limited by the level that the offend@chieves on earned 
incentive programs. . 

3. Property may be limited as a sanction under Montana Women’s Prison Disciplinary 
Policy. : 

4. Authorization of an item at the time of admission does not imply that it may not be 
limited in some other way at a later time, or that the offender may retain the property if 
placed in a restricted housing status. 

5. Additional property may be needed in order for some offenders to effectively perform 
certain work that is assigned by Montana Women’s Prison. 

I. Property Rules: 

1. The original of a request to staff (KITE) , signed by the property supervisor, for any 
specially approved property will be kept on the left side of the inmate’s property file until 
after the transaction, then it will be recorded on the KITE record and the yellow copy will 
be kept by the inmate. 

2. All property, other than state property, must be marked with an indelible ink pen or an 
engraver with the inmates initials and if room, their AO number. 

3. All items will be recorded on the inmate’s property file in accordance with post order 


procedures. 
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4. No alterations of state issued clothing is allowed. 


5. No alteration of personal clothing without the Property Supervisor’s written approval. 

6. All personal clothing, excluding shoes, hats, sleepwear, and undergarments, will be of an 
allowable shade of purple as determined by a property officer using the approved color 
chits. 


J. PERSONAL APPEARANCE: 
1. Anew identification photograph will be taken whenever an mffwate’s appearance 
substantially varies from the current photograph at the inmate’s cost. ~ 
2. Fingernails will be neatly trimmed and clean and will not extend more than 1/4" past the 
tip of the finger. 
3. Inmates will not tattoo themselves of others; pierce theirs or others’ ears, noses, or other 


body parts. 


K. PERSONAL HYGIENE: 
Hair must be maintained in a clean and neat manner. 

2. No more than two (2) braids allowed in inmates’ hair, except while in their rooms during 
sleeping hours. 

3. Ifa hair search needs to be conducted by staff, it may be necessary to require that the 
inmate unbraided or loosen the hair to complete the search. 

4. Inmates who work with machinery and whose hair length, in the judgement of staff, poses 
a safety or health problem must wear protective hair covering when performing their job 
assignment in conformance with OSHA guidelines. 

5. Haircuts and hair coloring must have an approved request to staff (KITE) signed by the 
Hair CO. Hair styles such as shaving the head, or eyebrows or others that have a 
documented affiliation with aunauthorizedxed organization or activity will not be 
allowed. 





te 
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6. The only hair styling items permitted shall be those purchased through either canteen or 
an approved vendor. Hair styling items will only be used in the inmate’s assigned 
cell/bunk, bath housing area, or high side kitchen. 


L. SHOWERS: 
1. Inmates will shower at least three times weekly unless security staff availability, space 
_ limitations, or safety considerations dictate otherwise as authorized by the Supervisor on 
duty. Facility standards may require more frequent showering for inmates on specific 
program or work assignments or special medical problems. 
2. Towels and shower caps will be worn only in the shower area or assigned cell/bunk area 


only. 


M. PERSONAL HYGIENE SUPPLIES: 
1. Toiletry items for bathing and other personal hygiene requirement will be issued to new 
intakes. 
2. Inmates will be permitted to posses personal hygiene items authorized for purchase from 
either canteen or an approved vendor. 
3. Information regarding provision of supplies will be provided to inmates at each 


institution. 


N. CLOTHING: 
1. Inmates will be issued clothing which is stamped, properly fitted, durable, presentable, 
and suitable for the activity in which the inmate may be involved. 
2. Inmates must be properly attired outside their cell/bunk area at all times. 
a. Uniforms with shoes and socks must be worn from 0700 to 1800, except on weekends, 
holidays, or to yard or gym. 
b. Uniforms with shoes and socks must be worn on all transports. 








10. 


11. 


12. 
13. 
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c. Sweats, shorts, T-shirts, and sandals or tennis shoes may be worn during yard, gym 
recreation, or in the home housing unit after 1800 and on weekends or holidays. 

d. Tank top shirts may be worn to yard or gym recreation only. 

e. Sleep wear is to include pajamas, robe and slippers. These items can be worn to 0615 
Count, in your cell/bunk area, and to and from the Tub room only. 

Any clothing that is associated with an unauthorized organization will not be permitted. 

Clothing must be worn in a manner which it was designed for, no personal clothing will 

be worn inside out. 

Personal clothing will not be altered, without written approvalffom the Property 

Supervisor, any altering must be hemmed. No necklines are to be altered. 

Inmates shall be responsible for maintaining their clothing in good repair and neat 

appearance. 

Information regarding state clothing’s issue, exchange, repairs, and proper wearing will 

be provided to inmates at the institution. 

No mixing of uniforms with scrubs. You may wear t-shirts or long underwear under the 

uniform. 

No hats are to be worn in the building, hats are for outdoor recreation only. 

No spandex, lycra or other stretch type material allowed for shorts, t-shirts, tank tops, and 

sweat pants. 

All inmates are required to turn in their uniforms when paroling, discharging or 

transferring to Pre-Release. Inmates will leave wearing their personal clothing of purple 

sweats or purple shorts and t-shirts. If inclement weather then the institute will furnish a 

suitable outer garment. The institution will not allow special circumstances of personal — 

clothing to be sent in for inmates leaving. 


Long johns or thermal underwear will be of an allowed shade of purple, black or white. 


No dye for clothing will be allowed. 
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O. SANITATION 


1. Each inmate is responsible for cleanliness of her living area. 









L 


2. Any condition conducive to harboring or breeding insects, rodents, or other vermin will 
be referred immediately to the safety/sanitation officer for immediate corrective action. 
Licensed pest control professionals will be used when necessary to clean or fumigate the 
facility. ati , 

3. Liquid and solid wastes will be collected, stored, and disposed of in a manner that will 
avoid nuisance and hazards and protect the health and safety of inmates and staff in 
accordance with the requirements in the Department of Corré@tiéns procedures on Hazard 
Communications and other appropriate Department Directives. | 

4. The facility will ensure the issue of bedding and linen are sufficient to provide comfort 
under existing temperature conditions. 

5. The issue of all clothing and bedding will be recorded on the inmate’s Property File and 
inmates will be held accountable for their use. 

6. All areas will be inspected daily by those responsible to ensure that the work performed is 


consistent, proper and thorough, and the equipment and supplies are not wasted. 
VI. CLOSING: 


Questions concerning this policy shall be directed to the Property Supervisor. 
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The following property items are allowed depending on custody level. 












CLOTHING 


[4 [ITEM _ | ___._[INFormMaTION, sd 


Uniform ERT EER p Purple 
MED 

3 | Uniform tops * Purple 
MED 


1 | Coat * 


Eg ce eng pal 1 0-7 oy a mR PORES 
5 | Crew neck T-shirts Solid purple, short sleeve, no buttons, no zippers, | ALL 
; no logos, no prints = 
2 | Sweat tops Solid purple, as sleeve, no buttons, no zippers, ALL 
——— ul 


2 | Sweat bottoms Solid purple, no buttons, no zippers, no logos, no 
prints, no lycra, no spandex, no stretch material, 
no leggings, no wind pants, no nylon/rayon 
material, no tight fitting ; 

Solid purple, no tight fitting, no midriffs, no 





































cleavage showing, no deep arm holes, yard and 


gym recreation use only 
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Purple, mid length (measured from knee to 









crotch), no lycra. no spandex, no stretch material, 












no tight fitting, no buttons, no zippers, no logos 
2 | Shoes | Black, white or predominantly black or white, AL 
SOS prereset 
iE btheiibecaishdaiaah 12" max height, no spike heels, to be worn 
outside only 


[Rises | Mae woo ing a ony 


Thongs May be worn to and from tub room and in room : 
or cell 







2 | Nightgowns/P.J.’s No teddies, ul Zs knee, an see through 
emcees eee 
6c i 
[5 [ominonsies mee 
re | 
2 





Thermal underwear/long johns Purple, white, or black, worn under clothing only 


; : 
2 | Hats Purple or black, baseball or stocking style, no 
logos, outside recreation use only 
Samet OVS: aon Art 


elelele] elel ele 










En 


| 


* Indicates to be provided by Institution 
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The following property items are allowed depending on custody level. 





(# [mem —_[ INFORN | LVL | 


2 | Toothbrushes or denture brushes 


2 | Toothbrush containers or denture 














brush containers 


Tubes toothpaste and/or denture ALL 
cleaner 


Tubes denture adhesive 


Denar cosine 
Dental floss | unwaxed | 
Sano Se 


| Hair spray One 16 oz container every two months, no ALL 
migeeeecmeey "|| 
am Preaporoved nd rey spewing GO| ALL | 


Perm kit Pre-approved and stored by supervising CO | ALL | 


2 








{ 






{ 
| 














} 
} 
| 






4 





| 
} 












1 15 | Hair clips, hair ties, hair ALL 
accessories | 


Stick, cream, gel, no roll-on, no SD alcohol 


Bars soap, soft oan body washes, | No SD alcohol ALL 
Loofah sponge, nylon net sponge, 
a LN Ge 
Boxes Tine napkins *, ALL 
‘air Ade sinmmeieese 
a a 
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Disposable razor * H/S stored in CO’s office 


Eyebrow pencil sharpener H/S stored in CO’s office 
Sranne,1i0 Jase at) 3 2 Tue CeICteS 


| 
j | 
| | 
| 
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| 
| 
| 
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Hand mirror 


dicates to be provided by Institution 





= 





| Policy No.: MWP Chapter: FACILITY AND PROGRAM SERVICES | Page 1 13 of 25 4 
1 4.1.3.a 





| 
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The following property items are allowed depending on custody level. All make-up items must fit in a 





make-up container no larger than 11" x 7" x 5" or 400 cubic inches. No glass containers except for 
perfume. Minimum and Medium custody are allowed twenty-five (25) total make-up items, Close 
custody is allowed five (5) total make-up items. 











| 
: 





Eye shadow containers 


Eye brow pencil 
Lip gloss 


(= Ce 
Fs RN 
Ce 


Make-up container Plastic or cloth, no larger than 11" x 7" x 5" or ALL 


nna 





FPEEFEFRIEERIE 





= 






| Policy No.: MWP | Chapter: FACILITY AND PROGRAM SERVICES | Page 1 14 of 25 
| 4.1.3.a | 


| Subject: C ONTRABAND/OF FENDER PROPERTY __ 






| CLOSE, MEDIUM, ! MINIMUM | , 


The following property items are allowed depending on the custody level. 











| # [ITEM [INFORMATION ai 
nf Egg shell mattress Ordered from el 


1 Afghan Ordered from vendor or hand made hobby ___. 
contract, must be folded at foot of the bed and on 
top of the white bed spread 


Blanket * Must be under state issued white bed spread, may 













be ordered from vendor, may have more than one 






with written permission from a Supervisor 


Sheet set (1 flat & 1 fitted) * May have two (2) if ordered from vendor | 
May have two (2) if ordered from vendor 


Pillow * May have two (2) if ordered from vendor, must 
be fire retardant, queen size or smaller 


SEM: Z May have more than one with written permission 






from a Supervisor 


Bed spread * White, state issued only, must be on top of bed 


Set towels (bath, hand, & wash | May have two (2) if ordered from vendor, towel 


AC RO 


; 


cloth) * no larger than 64 inches by 34 inches 


| Hand made, from RAC, or Vendor 


* Indicates to be provided by Institution 
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| Subject: CONTRABAND/OFFENDER PROPERTY 









The following property items are allowed depending on custody level. 


[ LAUNDRY SUPPLIES | 














ar 2a 
eres MR ee 


Laundry basket * 
[1 |Dryersheets —___| 100 count or less container 


Dry 


* Indicates to be provided by Institution 
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No large stones (as determined by Property — 









Supervisor) 


Pair earrings Stud style, Post only, no larger than 8mm 
diameter. No nose, belly or other types, ear only. 





2 {pene box No metal, no glass, no larger than 10" x 6" x 4" 
__ | or 240: cubic ir inches , 





ae 
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Semaemnscomae 
Sanatctoniaswiuion oof 
emcee si ee foxisaieox| 
Rbenenng ange ox fees oeson| 
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{eae pestys | mecca ann 
ll aes Paar. 
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—" 


Pack enzyme tablets 
| Pack eyeglass spads 


* Indicates to be provided by Institution 





— 
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aM IUD CONSE SNE et a eke 












The following property items are allowed depending on custody level. 





[acre] 












Coa Sec 
ee Se ee 
a a ooo 


Extension cord 12 foot or less, must be plugged into a power 
a 


Portable cassette/CD/am/fm No larger than 6” L X 6"W X 3"H_ | 
player with headphones 


No ee than 12" diameter (no pole or box type) 


Bed lamp No larger than 15", clamp type, standard bulb — 
furnished by Institution 


Stereo No larger than 28"L X 14"W X 12"H with 
_| speakers 


Television No larger than 13", must have headphone jackM, 
mayhaveheadphones ee. 


HANGIN 


eal E 
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} 
LSubis. CONTRABAND/OFFENDER PROPERTWAY 33 


[CLOSE, MEDIUM, MINIMUM | 


The following property items are allowed depending on custody level. 


PeerrieM et INFORMATION _ 


[20 |c 
Foot Locker * No larger than 31" x 17" x 16" or five (5) cubic - | ALL 
feet 
2 Padlocks 1 set of keys or combination to be kept in 
property file 


Plastic bowls with lids No larger than quart size 


pap 
Storage container No larger than 14" x 11" x 7" or 1100 cubic 
inches, no glass or metal 
Craft bag or container No larger than 17" x 12" x 8" or 2200 cubic 
a inches, mesh plastic 
at 





jae 19 ae 




















i 










Plastic drinking container with | No larger than 68 oz 
or without lid 


1 Plastic mug with or without lid | No Sm than 16 oz 
a 


2 Boxes of stationary/writing No more than 250 count each, no metal spiral 
tablets 


Loose leaf binders 2" max thickness (excluding Wate) 
- Photo album 3" max thickness, no metal spiral 
Dlbes Address book No larger than 9" X 12" K 2" : 





iii 
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Pocket folders (excluding programing) Any | 


5 Picture frames 5" X 7" or less, no metal, no glass, displayed on AL 
trunk, desk, or TV 
| 


anes Program/school boo books ——_|{ Approved by MWP facilitator or i instructor 


* Indicates to be provided by Institution 


| [ITEM  —s_—“s | MMMIANFORMATIONSIITY a | LVL | 
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[ MAXIMUM, INTAKE, DISCIPLINARY SEGREGATION, 
TEMPORARY LOCK-UP, ADMINISTRATIVE SEGREGATION 


























The following property items are allowed in the cell according to custody level, property not allowed in 
the cell will be stored by the Property Supervisor. Intake’s property will be stored in the property room 
until their release from the Secured Housing Unit. Any of the below property items may be removed by 


a Supervisor for disciplinary or security reasons at any time. 


[ ITEMS WED IN CELL | 






: 


eis PREM | INFORMATION LL 
a Yee 
(Se ee ra a 
a Co Coe 


MWP gown * or PJ’s No teddies, no above knee, no see through 
material 3 





z 





eS) 


S 
o 
rs 


Purple, mid length (measured from knee to 


crotch), no lycra, no spandex, no stretch 


material, no tight fitting, no buttons, no 










zippers, no logos 


Crew neck T-shirts Purple, short sleeve, no buttons, no zippers, no 
logos, no prints 


Tank top Purple, no tight fitting, no midriffs, no 





| 
| 
| 
| 
| 
| 
} 
1 
i 
| 
| 
1 
{ 
| 
| 


cleavage showing, no deep arm holes, outside 


recreation use only 





Late 





| 
} 
| 
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a THEM. MOTTADuaaaa WOLVr Aaa INFORMATION| ) TWEE EyEey 
Stored out of cell, outside recreation use only 


Stored out of cell, ouside recreation use only | ALL | 
Stocking cap Stored out of cell, Black or purple only, | ALL 
oe eee 
Thermal underwear Purple, black, or white, to be worn under ALL 
a 


= eee 
Se 
ES eee 



























} 
i 


ana | 2th wien sora onsen 
| Oo cr ea 
CL SP 
Ce ey a ET 
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ee ee een ee PROPERAY 


| 
| 


| 
| 









t 


| 







INFORMATION 


| # |1Tem 










=| 
| 


Shaving cream No pressurized containers 
| Hair brush 


Comb # 


No metal 


No rat tailed, no metal 


No metal 


rr" 


Hair ties or hair clips 





— 


Felt tip pen * Metal clip removed 





Envelopes Allowed in cell at any time (not including 





incoming mail) 


Tablet of writing paper No larger than 250 count, no metal spirals — 


Book stamps 


To be replaced on canteen day 
To be replaced on canteen day 


All personal, legal and other papers must be ALL 
stored in this container 


State will provide one (1) pair per year 


Stamped envelopes weekly # 


poe 


1} 12 | Sheets of writing paper weekly # 


1 | Storage container * 


Box sanitary napkins * 





Paper trash bag * 


E 


Pair glasses * 





Pair contacts 


Contact storage container 





Contact cleaning solution 







Contact disinfectant | 
| Contact wetting drops 
Saline solution 

| Pack enzyme tablets 





Bible/religious publication # 


Page 240f25 | 













es a 


Bu itera cccinaal Ne a 


One (1) in cell at a time 















al 













Deck éfiving cards * 


Fi Address book 
Sun glasses For yard recreation only MAX 
AD- SEG | 






No larger than 9" x 12" x 2" 






Bot tampons 


op eee ——- a 


Newspaper Resident’s copy, current week only MAX 
————— =] 
5 | Pictures No larger than 5" x 7" MAX 
[tilplenes eee =o 
Portable cassette/CD/am/fm No larger than 8"L X 6"W X 4"H MAX 
Ss a 
5 | Cassette tapes/CD’ May “KITE” Property Supervisor once a MAX 
So pe month for exchange 
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| Subject: CONTRABAND/OFFENDER PROPERTY 


Sia ae 
ene eee y@ Supervisor 
# Indicates to be provided to intakes and indigent inmates by Institution. 

* Indicates to be provided by Institution 


See Policy # MWP 3.5.1a “Secured Unit Housing” for more details on Maximum/Intake status. 
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MONTANA WOMEN’S PRISON 
POLICIES AND PROCEDURES 


| Chapter: 3:Facilty/Program Operations | Page lof6 
[Signatwe: =O fr fod Bective Date 1.97 | 










I. POLICY: : 

It is the Policy of the Montana Women’s Prison to provide to inmates an internal grievance 
machanism for the resolution of complaints arising from institutional matters, so as to reduce the 
need for litigation and afford staff the opportunity to improve Facility operations. 


Ii, AUTHORITY: 
MCA 53-1-203 Powers and Duties of the Department 
ACA 3-4236, 3-4271 


I. DEFINITIONS: 

Inmate Grievance 

Procedure: an internal administrative means for the resolution of complaints 
and the identification of potentially problematic management 
areas. It is designed to supplement but not replace the informal 

_ communication process. | | 
Informal Resolution: a verbal or written attempt by an offender to resolve a grievable 
issue prior to filing a standard grievance. | 

Standard Grievance: one where there is no threat to the immediate welfare or safety 
of an inmate and may be processed through normal policy 
channels. 

Emergency Grievance: one that involves an immediate threat to the welfare or 

safety of an inmate and is subject to expedited processing. 
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| Subject: Inmate Grievance Procedures i ee 





| 
| 
J 





Grievance Board: _ Select staff, who are not directly involved in the grievance issue, 
assigned to prepare responses for those grievances which cannot 
be resolved to the offender’s satisfaction at the Facility Warden 


level. 


IV. PROCEDURES: 

An inmate may use the grievance procedure at any time to bring a problem to the attention of 
staff. An inmate may file only for herself, although an inmate may assist another inmate in filing 
a grievance. Only one grievance may be filed at any one time on a single incident or item of 
concern. An inmate may withdraw a previously filed grievance at any time. No staff member 


may retaliate against an inmate for filing or withdrawing a grievance. | 


-Grieva 
Offenders may not grieve the professional actions of staff in the performance of their assigned 
duties. This does not prevent grieving abuses of authority or unprofessional behavior on the part 


of staff, or the policy/rule which gives staff the authority to complete their assigned duties. 
Offenders may not grieve procedures where a valid appeal or review process is in place. 
Grievable Issues: 


A grievance may be initiated for any one of the following reasons: 
o an alleged violation of civil, constitutional or statutory rights or of Policy. . 
o an alleged criminal or prohibited act by a staff member. 
o to resolve a condition existing within the facility that creates unsafe or un- 


sanitary living conditions. 
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An inappropriately filed grievance or one that is directed toward a nongrievable issue will be 


returned to the inmate upon receipt at the Facility Warden level. 


An inmate must voice a grievance and requested action to any staff member as an attempt at 
informal resolution within 24 hours of the incident. When presented with an informal resolution 
attempt, the staff member may initiate corrective action if the action is within the normal scope 
of that employee’s responsibility; however, if an inmate request is beyond the scope of that 
employee’s authority, the employee will notify the shift supervisor of the grievance as soon as 
practical. A shift supervisor, when advised of an inmate’s grievance, may, at their own 
discretion, attempt to resolve the matter, refer the inmate to the staff member who can grant the 


request, or have the inmate initiate a standard grievance. 
tan riev 


An inmate may file a formal, written grievance any time within fifteen (15) days after a 
potentially grievable event has occurred, and informal resolution has been attempted. The 
inmate will be provided with a grievance form by unit counselor or other unit staff member, and 
the staff member will instruct the inmate on the basic requirements for filling out the form if the 
inmate so requests. Once the inmate has completed the grievance form, it will be turned in to 
unit staff, who will forward the grievance form to the shift supervisor. The shift supervisor may, 
once again, attempt an informal resolution and if it is not resolved, the grievance will be 


referred directly to the Warden or designee. 
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Processing for emergency grievances will begin with the initial determination of the shift 
supervisor that the issue raised is life threatening. Emergency grievances may be given directly 
to the shift supervisor by an inmate. If the shift supervisor determines that the grievance is an 


emergency matter it will be given immediate attention. If resolved at the shift supervisor level, a 


report will be prepared-by that supervisor for the Warden that describes the nature of the problem ; 


and the resolution achieved. Emergency grievances that cannot be resolved at the shift 
supervisor level will be channeled without delay through the chain of command until a level is 
reached where action can be taken. If upon consideration the shift supervisor determines that the 


matter is not in fact an emergency issue, then standard processing will apply. 
Processing: 


Processing for standard grievances will include referral te Facility Warden or designee for a 
preliminary review. Depending on the nature and content of the grievance, the Facility Warden 


or designee will determine the appropriate response level for the particular grievance. 


If the grievance is challenging the unprofessional or unauthorized actions of a staff member(s) or 
other offenders, the grievance will be referred for investigation by the Warden or designee. 
Upon obtaining the results of the investigation, the Warden or designee will; 
o facilitate an informal resolution: both parties agreeing verbally on a remedy. 
o formal resolution: prepare a response. All remedies and dispositions proposed are 
documented in written form with copy sent to the inmate. The final written 
response will be returned to the inmate within ninety (90) days of receipt, unless the 
offender has agreed in writing to an extension. 


bject: Inmate Grievance Procedures 





In the event a grievance cannot be resolved to the inmate’s satisfaction by action at the Facility 
Warden or designee level, the inmate may appeal within five (5) working days and a Grievance 
Board will be convened to resolve the issue. The Grievance Board will consist of select staff 


members not directly involved in the grievance issue. 


The Grievance Board will prepare a written response and forward a copy to the 


offender and Warden or designee. 


In the event a grievance cannot be resolved to the offender’s satisfaction by action of the | 
Grievance Board, the offender may forward the grievance and documentation of all levels of 


response to the Director of the Department of Corrections or designee for response. 
V. Independent Review 


All grievance dispositions will be forwarded for an independent review, to the Classification 
department, under the supervision of the Department of Corrections Professional Services 


Division. 
VI. Records and Confidentiality 


Records regarding the filing and disposition of grievances shall be maintained and preserved for 
at least three years following final disposition of a grievance. At a minimum, such records shall 
include aggregate information regarding the numbers, types, and dispositions of grievances as 
well as individual records of the date of, and the reasons for, each disposition at each stage of the 


procedure. 
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Records concerning an individual’s participation in the grievance procedure are to be considered 
confidential and must be handled as such. Staff who are participants in the disposition of a 


grievance must have access to the records that are essential to the resolution of the grievance. 


Vv. CLOSING: 
Question concerning this policy shall be directed to the Professional Services Division 


Montana Women’s Prison 
Inmate Grievance Form 


Inmate Name: AO#: Date: 





Description of Grievance: 





(Use additional paper if necessary, include names, dates, places, etc.) 


Describe Informal Resolution Attempts: 





Proposed Remedy: 


Inmate Signature Date 
KKAEKKAKRAKKKKKKKERKKKKKKCKKKKKTAKKKKKEKSESKAKESKSERKSEKKKKKKERKKKKKSEKKKKSKSEKKKKKSES 


Received by shift Supervisor Date 





























Informal Resolution ( ) complete I.R. report Forward to Warden or designee() 
Received by Warden or designee Date 

Response level: Warden () Grievance Board ( ) Other( ) 
Response: 

- Signature signature signature 

signature signtwe = ==———sté<“is~*é‘;~*CS*CSSgature 


If the inmate is not satisfied with this response, she must forward a new grievance form along with a copy of this disposition to 
the next response level within five (5) days. 
Independent Review Complete ( ) date/initial 


Montana Women’s Prison Offender Grievance Process 


Inmate Informal R_ olution Report 


Inmate Name: AO#: 


Staff informed of grievance: Name: 
Title: 


Nature of Grievance: 


Informal Resolution Attempted: 


Informal Resolution reached: 


Additional Comments: 


Staff signature Staff signature 


CC: Inmate 
Warden or Designee 
MWP Records 


Date: 


Inmate Signature 
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I. POLICY: 

It is the Policy of the Women’s Correctional Center to provide comprehensive parenting 
education and parent-child visiting to offenders for the purpose of promoting the development 
and maintenance of positive parenting skills throughout the offender’s period of incarceration. 


Il. AUTHORITY: 
53-1-203 MCA, Powers and Duties of the Department 


il. DEFINITIONS: 


Supervised visit - visitation period between offender and child in a private area, not to 
exceed 2 hours in length that is directly monitored. 


Extended visit - visitation period between offender and child in a private area, not to 
exceed 4 hours in length that is monitored periodically by facility staff. 


IV. PROCEDURES: 


Each offender will be assessed at intake and assigned to the appropriate parenting education 
program(s). 


Offenders are required to maintain full compliance to all assigned parenting education programs 
to be considered eligible for child visitation. | 


Offenders must meet all additional criteria as outlined in this policy to be considered eligible for 
child visitation. 
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A. SUPERVISED CHILD VISIT ..TION 


Offenders must meet the following criteria to be considered eligible for supervised child 

visitation. 

ss Offenders who are Disciplinary Segregation status are not eligible for supervised 
child visitation. All other offenders assigned by classification status to the 


Maximum Security Unit will be reviewed by the WCC Bigatment Committee on a 
case by case basis to determine eligibility. 


- Offender must provide the facility with a signed and Botarize Guardian 
Permission and Release of Liability Form. 


. Offender must provide the facility with a signed and notarized Release of Liability 
Form. 


4 Visitation will be for a period of time not to exceed 2 hours. 


* Visitation will be supervised at all times by authorized individuals that include but 
are not limited to: 


a.) Department of Public Health and Human Services Personnel/ Foster Parents 
b.) WCC Staff 

c.) Community Caring 

d.) Tribal Authorities 

e.) Therapists 

f.) WCC Approved, Trained Volunteers 


* Children who have reached their 18th birthday will not be eligible for supervised 
visitation. 

* Visitation must be scheduled through Case Managers and/or Correctional 
Supervisors. 

Supervised visitation will normally be scheduled Monday through Friday. 

Only those items approved by security may be brought in to the facility at the time of 


visitation. Any items considered contraband or items which are not allowed will be: 
a.) held by security and sent out with the child at the end of the visit; or 


b.) sent out with parent or guardian prior to the visit. 
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B. EXTENDED CHILD VISITATION 


Offenders must meet the following criteria to be considered eligible for extended child 
visitation. 


* 


Offender must be classified Minimum or Medium custody. 


Offender must have successfully completed the assigned Basic Parenting education 
program and be actively involved in, or on the waiting list for, all additional assigned 
parenting programs. 


Offender must have completed a minimum of 6 hours of documented parent/child 
interaction as defined in the “ Supervised Visit” section of this policy. 


Offender must have functioned as a primary care giver for the child prior to 
incarceration or have given birth while incarcerated. 


Offender must have 120 days free of disciplinary convictions of infractions listed 
in Category I or Category II. (see appendix A) 


Offender must have submitted a complete Extended Child Visit Request form to 
the Case Manager, no more than 14 days and no less than 10 days prior to requested 
visitation date. (see appendix B) 


Extended Child Visit Request form must be approved by the Case Manager and 
Correctional Supervisor prior to visitation. 


Offender must provide the facility with a copy of the child’s birth certificate and 
social security number prior to visitation. (to be kept on file) : 


Offender must provide the facility with a copy of legal custody papers prior to 
visitation.. (to be kept on file) 


Offender must provide the facility with a current, accurate immunization record prior 
to visitation. (to be kept on file) 


Offender must provide the facility with a signed and notarized Release of Liability 
form prior to visitation. (see appendix C) 


Offender must provide the facility with a signed and notarized Guardian Permission 
and Release of liability form prior to visitation. (see appendix D) 
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B. EXTENDED CHILD VISITATION (CONT.) 


* Offenders must provide the child’s guardian or parent with a Statement of Good 
Health for to be completed and returned with the child at the time of visitation. (see 
appendix E) 


* Offenders who have been convicted of crimes against children, sexual offenses or 
have a documented history of abuse or neglect will be not be allowed an extended 
visit. : 


* Extended visitation will be approved for no more than three children at one time and 
all children must be under the age of 14 years to qualify (children who have reached 
their 14th birthday do not qualify). Exceptions will be reviewed for approval on a 
case by case basis by the WCC Treatment Committee. 


* Visitation will be for a period of time not to exceed 4 hours and may not begin 
prior to 10:30 a.m. or extend beyond 8:00 p.m. 


* Offenders will be allowed an extended visit no more than one time per month. 
Exceptions will be reviewed for gute on a case by case basis by the WCC 
Treatment Committee. 


Extended visitation will normally be approved for Saturday or Sunday. 


Only those items approved by security may be brought in to the facility at the time of 
visitation. Any items considered contraband or items which are not allowed will be: 
a.) held by security and sent out with the child at the end of the visit; or 


b.) sent out with parent or guardian prior to the visit. 


C. MEDICATION 


No medications will be allowed into the facility for distribution during 
supervised or extended visitation. If the child(ren) are on a schedule of medication, 
visitation is to be arranged between the designated times of administration. 

Emergency medications (ie., inhalers) will be held in the medical 
department for distribution on an emergency basis only. 


+ 
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D. TERMINATION OF CHILD VISITATION 





* Child visitation may be terminated permanently, at any time, at the discretion of the 
Case Manager, Clinical Programs Director, Warden, or Associate Warden. 


* An individual child visit may be terminated temporarily, at any time, by the Case 
Manager, Clinical Programs Director, Warden, Associate Warden, Correctional 
Supervisor or Designated Person in Charge if the offender’s behavior is deemed 
inappropriate, the offender fails to follow the rules, and/or procedures governing child 
visitation, or for extenuating circumstances such as the child becoming ill, etc. 


* Offender will be notified verbally and in writing as to the reasons for termination. 


* Complete, accurate documentation concerning the termination will be forwarded to 
Offender Case File, Case Manager, Warden, Associate Warden and Clinical Programs 
Director. 


* Documentation concerning a visit which was terminated by the Correctional 
Supervisor or Designated Person in Charge will be reviewed by the WCC Treatment 
Committee to determine whether to terminate visitation permanently or reinstate 
visitation. 


* Offenders wanting visiting privileges reinstated after extended termination must 
submit a written request to the WCC Treatment Committee specifying why visitation 
was terminated and why the offender feels the visits should be reinstated. The WCC 
Treatment Committee will make final decisions regarding child visitation 
reinstatement. 
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E. FACILITY PARENTING ROOM 

* The facility parenting room is considered an unauthorized area for all offenders, 
except the offender whose child visit is scheduled. Exceptions will be reviewed for 
approval on a case by case basis by the WCC Treatment Committee. 

* Use of the parenting room will be approved at the time the visit is approved. 


* Offenders will follow all rules and procedures governing the use of this area. 


* Offenders using this area are required to thoroughly clean, sanitize and remove all 
refuse from all areas of the parenting room upon completion of each visit. 


* Damage to the parenting room or items within, or failure to properly clean the area 
after use could result in termination of visitation and/or disciplinary action. 
Vv. CLOSING 


Questions concerning this policy shall be directed to your immediate supervisor. 
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WOMEN’S CORRECTIONAL CENTER 
EXTENDED CHILD VISIT REQUEST 


NAME —____AO# _ DATE 
DATE OF VISIT 2 Se ae MEN SIE OS 
6: 15 £) | a enter A Nn eee ee, CF) LSet a. 
CHILD oN aT SPN a ge 
CHILD__ 


(CHILD BECOMES INELIGIBLE ON THE DATE OF THE 14TH BIRTHDAY) 


NAME, ADDRESS, PHONE NUMBER AND RELATIONSHIP OF PERSON(S) BRINGING 
CHILD TO FACILITY. 


IN CASE OF EMERGENCY NOTIFY: 


NAME cnn peal ee ene LN 


(MUST BE ABLE TO BE AT FACILITY WITHIN 30 MIN.) 
DOCUMENTS TO BE ON FILE: 
CHILD’S BIRTH CERTIFICATE (COPY) 


CUSTODY PAPERS (IF TEMPORARY CUSTODY IS GRANTED, NEW PAPERS 
MUST BE PROVIDED EACH TIME CUSTODY IS RENEWED) 


CHILD IMMUNIZATION RECORD (MUST BE CURRENT & ACCURATE. 
UPDATED COPY MUST BE PROVIDED EACH TIME AN IMMUNIZATION IS GIVEN.) 


DOCUMENTS TO BE PROVIDED PRIOR TO EACH VISIT: 
LIABILITY RELEASE (INMATE, MUST BE NOTARIZED) 


GUARDIAN PERMISSION AND LIABILITY RELEASE (STATE FORM, 
NOTARIZED) 


DOCUMENTS TO BE PROVIDED AT TIME OF VISIT: 


STATEMENT OF CHILD’S GENERAL GOOD HEALTH 


PAGE 2 


MEAL TICKETS 

MUST BE ORDERED WITH THE WEEKS CANTEEN, TICKETS ARE $1.25 PER MEAL, 
CHILDREN UNDER 6 EAT FOR FREE. ALL MEALS MUST BE EATEN IN THE PARENTING 
ROOM. UNUSED TICKETS WILL NOT BE REFUNDED. 


SNACKS 

ALL SNACKS MUST BE PURCHASED THROUGH CANTEEN AND KEPT IN THE OFFICER’S 
STATION UNTIL THE TIME OF THE-VISIT. 

VIDEO TITLE 


NO MORE THAN | VIDEO PER VISIT. MAY BE SELECTED FROM FACILITIES VIDEO 
LIBRARY. MUST BE AGE APPROPRIATE. MUST BE VIEWED IN PARENTING ROOM. 


SPECIAL NEEDS (BE SPECIFIC, i.e. POTTY CHAIR, BOTTLES, FORMULA, DIAPERS, 
BLANKET, ETC.) ALL FOOD ITEMS MUST BE FACTORY SEALED. 


ABSENCE FROM JOB SITE (IF APPLICABLE) 
SUPERVISOR’S SIGNATURE 


I have completed 6 hours of Supervised Visitation and Basic Parenting, and I am in 
compliance with all other recommended parenting programs. 
Inmate signature 


I have had no Category I or Category II disciplinary violations in the previous 120 
day period nor do I have a violation pending in either category. (as per appendix A) 
Inmate signature 


I will not use discipline that will humiliate, frighten or hurt my child. I will not use 
physical discipline on my child for any reason. | 
Inmate signature 


CASE MANAGER DATE 


CORRECTIONAL SUPERVISOR DATE 


DEPARTMENT OF CORRECTIONS 
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MARC RACICOT, GOVERNOR | 701 S. 27th 
oe — a eae MONTANA 
‘ saat: (406) 247-5100 BILLINGS, MONTANA. 59101 
: FAX (406) 247-5161 | 
RELEASE OF LIABILITY 





, aS a condition of approval for an 
(INMATE NAME & AO#) | 


extended visit with my child(ren) 
(FULL NAME OF CHILD(REN) 


, do hereby release the 
Women’s Correctional Center from any and all liability for an injury or illness which may be 


incurred during my child (ren)’s stay at the Women’s Correctional Center. 


Signature 


Date 





SUBSCRIBED AND SWORN TO before me this day of p199 3 


NOTARY PUBLIC FOR THE STATE OF MT 


Residing at 
My commission expires 





"AN EQUAL OPPORTUDNTY EMPLOYER? 


DEPARTMENT OF CORRECTIONS 
WOMEN’S CORRECTIONAL CENTER 






(406) 247-3100 
FAX (406) 247-5161 


GUARDIAN PERMISSION AND 
RELEASE OF LIABILITY 





(NAME, ADDRESS & PHONE NUMBER) 


the legal parent/guardian, give my permission for 
(CHILD'S NAME) 


to visit Inmate at the Women’s Correctional Center, 


on / / = 


I am aware that this visit is occasionally, but not constantly, monitored by a staff member of the 
Women’s Correctional Center. 


As a condition of approval, I do hereby release the Women’s Correctional Center from 
any and al] liability for an injury or illness which may be incurred during the child’s visit. 


Signature 


Date 





SUBSCRIBED AND SWORN TO before me this day of 2199 ss 
NOTARY PUBLIC FOR THE ST OF MT 
Residing at 


| | My commission expires 
°AN EQUAL OPPORTUNITY EMPLOYER” = 


DEPARTMENT OF CORRECTIONS 
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MARC RACICOT, GOVERNOR 701 8. 27 
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(406) 247-$100 
FAX (406) 247-5161 








EXTENDED CHILD VISIT 
STATEMENT OF GOOD HEALTH 


For the protection of the child, WCC staff and the residents of the facility, this form must be 
completed, signed and be presented at the time of the scheduled visit. 


Has the child been exposed to any contagious diseases within the past two weeks? 


YES NO 
If yes, what? 
Approximate date of exposure. 





Has the child shown any signs or symptoms of illness in the last 24 hours? 
(Fever, Chills, Cough, Runny nose, Rash, etc.) 


YES NO 


If yes, what symptoms? 


A copy of the child’s immunization record has been provided to the Women’s Correctional Center 
that is accurate and current. The child is up to date on all necessary immunizations. 


I verify the above information is true and accurate to 


(name of caretaker or guardian) 
the best of my knowledge. 
(signature of caretaker or guardian) Date 


, ‘AN EQUAL OPPORTUNITY EMPLOYER” 
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I. POLICY: 3 
It is the policy of the Women’s Correctional Center to conduct offender searches to detect and 
dispose of contraband that may cause harm to staff, offenders or visitors. Control of weapons and 
contraband is essential to the order and security of facilities and programs. When there is 
sufficient reason to believe the security of the facility or program is endangered or contraband is 


present, searches of the offender and the offender’s possessions, room and living area is permitted. 


al. AUTHORITY: } 
53-1-203, MCA. Powers and Duties of Department of Corrections 


Il. DEFINITIONS: 


Frisk/Pat Down Search means a search during which an offender is not required to remove 
his/her clothing. 


Strip Search means a search during which an offender is required to remove his/her clothing. 


Body Cavity Search means a visual, manual or instrument inspection of an offender's oral, anal or 
vaginal cavity. | 


Contraband means any item that can be used as a weapon, or fabricated into a weapon, or can be 
used for purposes of escape or threat to the security of the facility/program. This also includes, but 
is not limited to, matches, alcohol, drugs, money, or any item that has not been specifically 
authorized. 
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Subject: OFFENDER SEARCE — 


Personal Protective Equipment may include latex gloves, face shield, apron, protective clothing, 


etc. 


IV. PROCEDURES: © 


A. Purpose of Searches: 


Ly 


To prevent the introduction of weapons, drugs, alcohol or other contraband into the 
facility/program, 

To detect the manufacture of weapons, drugs, alcohol, escape devices, etc., within the 
facility/program, 

To discover and suppress "trafficking" between staff, visitors and offenders, 

To check malicious waste or destruction of facility/program property, 

To discover hazards to health or safety that may go unnoticed during a more routine 
inspection, and 

To ensure a safe and secure environment for staff, the public, visitors and offenders. 


B. Searching Offenders: 
Searches of offenders by staff requires expertise and a humane attitude. An offender should 
be informed, quietly and simply, of what is about to take place. The offender should not be 
touched any more than necessary to conduct a comprehensive search. Staff must wear 


personal protective equipment when conducting searches. 


C. Strip Searches: 
1. Strip searches shall be performed according to program/facility policy. 
2. Whenever possible, a strip search of the offender should be conducted by a staff member 
of the same gender. 
3. A strip search should be performed in an area which ensures the privacy and dignity of 
the offender. 
4. Conducting a Strip Search: 


a. Have offender remove all clothing and move away from the articles. 


~ 
- 
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b. Do not touch the offender. 

c. Have offender run hands through hair. Offenders who have very long or thick hair 
should be required to run a comb through their hair. 

d. Have the offender open mouth, remove any false teeth, and lift tongue. Staff will 
visually inspect mouth, ears and nose. 

Face offender and have the male lift his genitals; have female lift her breasts. 
Check rear area and have offender squat, spread the buttocks, and cough. 

g. Bandages must be removed. Staff must wear personal protective equipment. 
Medical staff may be consulted when appropriate. 

h. Search the clothing carefully by inspecting and bending seams. ALWAYS BE 
ALERT FOR NEEDLES OR OTHER SHARPS. Return the clothing to the 
offender as quickly as possible. 

i. Have the offender remove any prosthetic devices for inspection. 

j. Casts will be inspected by a metal detector or X-ray. 


D. Body Cavity Examination: 


1. 


Only when there is reasonable suspicion to believe that weapons or contraband will be 
found shall a body cavity search be permitted. Such a search must have authorization 
from the Warden, or designee, and be performed only by the medical staff (i.e., physician, 
physician assistant or nurse). 

Manual or instrument inspection of body cavities shall be documented fully by the 
medical staff with a copy to the offender's file. X-rays, instrument or surgical intrusions 
(including use of anal scope or vaginal speculum) shall be used for medical reasons only 
as authorized by a physician. . 


‘E. Erisk/Pat Down Search: | 


1. 


Frisk searches will be conducted on a random basis and/or at the discretion of staff in 
accordance with each facility/program policy. 

The offender should not be touched any more than is necessary to conduct a 
comprehensive search. | 
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OFFENDER SEARCHE — 





Using sensitivity, the staff member should: 


a Inform the offender of the search. 


b. Have the offender place feet apart, arms aside and face the staff member. 

c. Check the offender's hair, ears, nose, mouth, and under the tongue. 

d. Have the offender turn around and check his/her collar, shoulders, under arms (bra 
bands and under breast areas for females). 

e. Tuck thumb in waist band and starting from front zipper, slide it all the way around 


waist. 


_f. Check outside of legs to ankle, inside legs to groin. 


g. Offenders may be required to remove shoes and socks. 


F. Living Unit Search: 
Searches of living units or cells/rooms shall be performed by staff on unannounced and 
irregular schedules. These searches are designed to uncover contraband, prevent escapes, 
maintain sanitary standards and eliminate fire and safety hazards. When conducting these 


' gearches, staff members should remember: 


b. 


At the discretion of staff, offenders may or may not be present at the time of the search. 
The results of the search will be documented in a bound log, and must include a list of 
any confiscated articles, unusual items, nuisance contraband, and any damage to the 
cell/room. , 

Searches of the entire cell/room should be conducted systematically. Probe holes, tears in 
mattresses and any tears in rugs or tiles. Check ceiling, light fixtures, cabinets, windows, 
security bars, doors and locks, sink, toilet, and any personal items or books in the room. 
A room/cell should be left generally the way it was found, never in disorder. Offender 
personal property shall be respected and not willfully discarded, broken or misplaced. 
All personal clothing shall be carefully searched for contraband. 

Each room shall be completely searched before it is occupied by a new offender. 


G. General Area Search: 
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A general search is made by staff of all areas of the living unit, the area around the living unit, 
and the facility. This may be done as necessary and on a routine basis. After such a search, a 
written report shall be filed with the Associate Warden or designee describing the scope of the 
search, the results, and a list of all contraband found. | 


. Visiting Area Search: 

Immediately before and after visiting hours, staff assigned to this area must conduct a 
thorough check for contraband. Offenders shall not be permitted in the area during or until 
this search is completed. 


Perimeter Searches: 
Areas outside the living unit, such as parking areas, must be searched by staff for the 
possibility that contraband was delivered to offenders by visitors or trespassers. 


Supplies and Food Stocks: 
If offenders are permitted supplies brought in by visitors, the supplies must be inspected 
thoroughly before being issued to offenders. 


Di iti f C f I J: 
See DOC Policy 3.1.16, and 53-1-105, MCA. 


Drugs/Alcohol: 

Staff detecting substances suspected or known to be drugs or alcohol should not move the 
substance unless it is an area accessible to offenders. When these items are found, a report 
will be completed which includes detailed information. The Warden, Associate Warden, or . 
designee should be immediately notified so Department investigators or law enforcement can 
be contacted to investigate. If the substance is suspected to be the property of a staff member, 
extreme confidentiality must be exercised until the investigation is completed. Substances are 
never removed from the facility/program without the knowledge and approval of the Warden, 
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Associate Warden, or designee. If the Warden, Associate Warden, or designee is suspected, 
the appropriate supervisor must be notified immediately in confidence. 





M. Staff Training: ) 
Staff shall be provided training in offender search procedures. Whenever possible, new staff 
should be supervised by a search-experienced or trained staff member when performing their 
first offender search. a 
Vv. CLOSING: 
Questions concerning this policy shall be directed to theAssociate Warden or designee. 
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I. POLICY: | 2 
It is the policy of the Women’s Correctional Center to prohibit the unauthorized use and abuse of 
substances of all types by offenders. For this purpose, the Women’s Correctional Center shall 
initiate a standardized drug screening program. . 


The following statements describe the goals of this policy: 

e to ensure a safe and therapeutic environment for persons under the supervision of the 
Women’s Correctional Center and for all personnel, 

eto identify offenders who are using illegal substances, 

© to identify offender treatment needs and attempt to enroll the person in programs designed to 
meet the specified needs, 

e to provide a disciplinary sanction for offenders who are involved in substance abuse, and 

e to properly classify offenders who pose a risk to public safety due to their substance abuse. 


This policy is intended to supplement and will not replace standard security methods by which 


unauthorized substances are detected and controlled. 


. AUTHORITY: 
53-1-203, MCA. Powers and Duties of the Department of Corrections 
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STANDARDIZED OFFENDER URINALYSIS SCREENING 









| Subject: 
Ill. DEFINITIONS: 


Drug means any substance described in 50-32-101, MCA, et.seq., or the use of any substance, 
taken through any means of administration, which alters the mood, the level of perception, or brain 
functioning. Such substances may range from prescribed medications to illegal substances, as well 


as alcohol and solvents. 


Cause means any indication that an offender may be using an unauthorized substance or any 
substance in an unauthorized manner. Such indication may be direct (observed by a staff person), 
hearsay (relayed through other individuals), or circumstantial (perceived via reasonable inference), 


or self-admission. 


Random Sampling means the screening of a group or offender without cause but within 
reasonable exercise of discretion. This includes, but is not limited to, procedures developed by 
Unit/Bureau Management Teams. 


Positive Sample means a sample is positive when an initial screen and/or a confirmatory screen 
show a presence of a controlled or prohibited substance meeting or exceeding the cut-off level as 
defined in this policy. ) 


Facility/Program includes Montana State Prison, Women's Correctional Center, Boot Camp, - 
Correctional Facilities and Programs under contract with the Department, offenders on probation 
and parole status, Pine Hills, Montana Youth Alternatives, Youth Transition Centers, Intensive 
Supervision Program and Regional Prisons. 


IV. PROCEDURES: 
Offenders, upon arrival may be required to provide a urine specimen upon request. Thereafter, 
screening should be random in nature, based on reasonable suspicion, or as mandated in program 


requirements or conditions. 
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WCC has the capability of arranging screening for the following substances, which shall be 
screened at the cut-off levels indicated below: 


SUBSTANCE CUT-OFF 

Cannabinioids) pnt ani. Bie PRL CE 00 44 50 ng/ml (nanograms per milliliter) 
Oniatésmmer.fae Han qelaerye poe ) ISSA AES DIB PR 300 ng/ml 

Ethanol (screening by- breath analysis) 

Barbiturates ...............00. Fae Peake es a neta 200 ng/ml 
Amphetaniineso <2 soaiainoo wien. 1a Varenn ebinge, 300 ng/ml (monoclinal) 
Methamphetamines ............... cece cece eee e cece 1000 ng/ml (monoclinal) 
ere VICTADOLILG)) a ent ine ars ce eae bh tes > 300 ng/ml | 
Phentyclidine (PC R)ipe Fibre Sh comer 8 A 25 ng/ml 
Benzodiazepmes’): 2 OF YOPSESIPS PUPP ERLE SOUR OF Ge 200 ng/ml 

Methadone bees”. 22 Pere te Pee 13 SE SPRY MEAD, f 300 ng/ml 


Screening at any other level requires the approval of the Department Director. 


A. Alcohol Testing 


1. Breathalyser test kits shall be maintained in a secure location. These kits will be used to 
carry out necessary testing of offenders suspected of alcoho! use. ¢ 


2. Tests will be conducted in accordance with the instructions of the test kit manufacturer. 


3. Each test will be recorded in a log maintained for that purpose that indicates the date and 
time of test, referring staff member, a brief statement describing the reason for the test, 
and the test results. 


4. If an offender refuses to provide the sample, that fact will be noted in the log, and the 
requisite incident report will be filed. 
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B. Offender Compli Urine Shentnca 7 


Once an offender has been notified to provide a urine specimen, the person has one (1) 
hour to comply with the request. Additional time will be granted to an offender witha - 
documented medical condition that prohibits him/her from complying with this order. If 
nr ~ssary, the offender will be given up to eight ounces of water, and will remain under 


Sl. . supervision until the specimen is provided. 


Offenders are required to provide one-half of a specimen container to comply with the. 
specimen request. Failure to comply may result in disciplinary action. 


Offenders refusing to provide a specimen demonstrate an admission of guilt which will 
warrant disciplinary action. 


C. Collecti is ‘imilivine Speci 


Staff obtaining urine specimens are required to wear latex gloves. The use of other 
personal protective equipment is optional. From collection to secure storage, the 
specimen should remain under the observation of the staff person at all times. 


The U.A. container will be labeled before requesting the offender to provide a specimen. 
The label will indicate the offender’s AO number, date and the staff person's initials. 
Urine is considered a biohazard substance and must be handled according to DOC policy. 


When possible, staff will maintain visual observation of the specimen container and 


urine. 


The offender is required to comply with the following procedures when providing a urine 


specimen: 
a. Remove all excess clothing such as coats, sweaters, etc. 
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b. Wash hands with soap and water, and dry hands before giving the sample, and 
c. Before returning the container to the staff, place the cover on the urine specimen 


container, place security tape across the cover, and initial the tape. 





5. Upon collecting the specimen, the container shall be locked in a specified freezer or 
refrigerator, preservation of evidence procedures followed, and a Chain of Evidence Form 
accurately completed. The Chain of Evidence Form should indicate medications being 
taken by the offender. | ‘ 


D. Positive Sample Results 


1. A sample is positive when an initial screen and a confirmatory screen show a presence of 
a controlled or prohibited substance meeting or exceeding the cut-off level as defined: in 
this policy. A positive sample is sufficient reason for disciplinary action. 


2. Offenders should be given an opportunity to admit substance use at the time they are 





Eo Administrative Revi 
Aside from disciplinary action,the Warden or designee may forward a urine specimen to the 


Montana State Crime Lab for analysis. A positive screen reported by the Crime Lab will be 
used for disciplinary action as described in this policy. 


F. Work-Related Incidents/Accidents 
In the event of a work-related incident/accident, the Warden or designee may, at his/her 
discretion, require an offender to provide a urine sample and/or undertake a breathalyser test. 
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Vv. CLOSING: 
Questions concerning this policy shall be directed to your Warden, Regional Administrator, or . 
Community Corrections Facility Director. 
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POLICY: 






It is the Policy of the Women’s Correctional Center to operate an offender canteen 
which provides personal hygiene, snack and other convenience items to the offenders at 
Women’s Correctional Center. Canteen use is a privilege and may be revoked for 


disciplinary reasons or due to violation of this policy. 


AUTHORITY: 
MCA 53-1-203 Powers and Duties of the Department 


DEFINITIONS: 


None 


PROCEDURES: 


The Canteen Manager is responsible for the operation of the Canteen. 
a. The Canteen Manager must comply with rules, regulations and laws of 
the state of Montana. 
b. |The Canteen Manager establishes and modifies internal rules and | 
procedures to facilitate the successful operation of the Canteen Program. 
c. The Canteen Manager solicits input from the Low and High Side Unit 
offender Canteen Committeees regarding the selection of items to be sold 


in the Canteen. 
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The Canteen is to be managed as a business. The Canteen has the following goals: 
Provide selected products for sale to offenders at a reasonable cost. 


a. 
b. Operate in a cost effective manner. 


- 


Provide products which result in customer satisfaction. 


= 


Offenders are to be responsible for knowing their account balances when 

ordering canteen. 

e. Offenders are not to violate contraband, classification, property or any 
other policy, fh ordering canteen. | 

f. | Offenders will make mail orders using the canteen mail order form, with 
all the necessary information provided, before canteen is turned into the 
canteen coordinator. All mail orders items will be stamped with a notice 
that states this facility is not responsible for the contents of order and that — 
it is being mailed from/to WCC. , 

g. Offenders are to be responsible for the cost of over the counter 
medications ordered for them, in their name, whether it be by themselves 
or medical staff. 

h. All in house and OJT checks will be deposited into their accounts on the 
fifteenth of each month. 

i All stamps and catalogue orders are to be purchased on the first Monday 
of the month only. | | 

j. Orders will be deposited in appropriate box in the dayroom before 
Tuesday morning. 

k. Money request slips will be signed and filled out with canteen coordinator 
on Tuesday ete : 

1. There will be no purchase of money orders by offenders. All money sent 
out of this facility will be written with a check on the offender account. 

m. Deposits into the offender accounts will be made once per week on 


Mondays. 
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n. Statement of individual offender account balance will be given once a 
month only. Additional request will be charged $1.00 per request. 

o. Any or all items may be cancelled from canteen order, by the Canteen 
Coordinator, Security Manager or a Correctional Supervisor. 

p. $50.00 is the maximum amount allowed per week, to be spent on Osco or 
other vendor of the same service. This amount can change at the 
discretion of the canteen coordinator. | 

q. Offenders will be responsible to all community vendors, for payment of 
service, and no abuse or neglect will be tolerated. 

r. __ Included will be use of city library services, via computer modem. Any 
fee, fines or other expenses incurred, will be paid in full, or services will 
be terminated. 

s. Offenders must fill out a canteen request for approval. The approved 
request must be included with the order form and submitted on Monday 
night. The offender must have their beginning balance on the form, (NO 
guessing as to the amount.). It is the offender’s responsibility to know the 
account balance at all times. If an offender exceeds the amount that is in 
her account, the canteen order will not be processed. The amount 
available to spend is what is actually in the account on Monday night. 

t. If an offender exceeds her account balance by being irresponsible, the 
amount will be paid by the Resident Advisory Council account and the 
particular offender’s canteen priviledges suspended at the discretion of the 
Canteen Manager. 

u. Canteen is a privilege. 

v. On Fridays, the WCC van will be emptied of the contents by the canteen 
manager and R.A.C. committee members or designate. They will store the 
contents in a designated area in the institution, until distribution time on 


Friday afternoons from the “B” rooms on each unit. On Fnday 
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afternoons, the second watch officers will distribute the canteen to the 
population. Offenders will line up at room “B” by single file to receive 
their orders. . 

w. Security staff will monitor that merchandise is in compliance with 
policies. A list of all items purchased from canteen vendors will be 


provided, by the Canteen Manager 
CLOSING: 


Questions concerning this policy should be directed to your immediate supervisor. 











Newport News 
Montgomery Wards 
Universal Atheletics 


ELECTRONICS 


Radio Shack - Catalog ONLY 
Best - Catalog ONLY 

Bob Barker - Catalog ONLY 
Walkenhorst - Catalog ONLY 


CRAFTS 


Ben Franklin 

Hershners 

Mary Maxim 

Annie’s Attic 

Home Sew 

Bolek’s 

Tandy’s - Catalog ONLY 
Notions 

Buffalo Chips 
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VENDOR LIST 
CLOTHING/SHOES HY GIENE/COSMETICS 
J.C. Penny’s Beautiful Visions 
‘Hanes Beauty Boutique 
East Bay Body Shop 
J.M. Marcus Briar Patch - Catalog ONLY 
Lane Bryant 


BOOKS/TAPES 


Barnes & Noble - Catalog ONLY 
Hastings - Catalog ONLY 
Pack Central - Catalog ONLY 


- Warners - Catalog ONLY 


STATIONAR Y/OFFICE 


OfficeMax 
Current - Catalog ONLY 


CANDY 


Any official mail-order candy 
catalog. MUST be factory-sealed. 


_ | Page 6 of 7 
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1. Vitamins: 
May be ordered through Warm Springs Pharmacy or Osco. 
Must be turned into the Medical Department for distribution. 


2. Tylenol, Aspirin: 
Policy allows the ordering of OTC's. 
Must be turned into the Medical Department for distribution. 


3. Douches: 
Must go through Medical Department. { 
Must be turned into the Medical Department for distribution. 
Conferred with Medical Staff. Overuse of this product will lead to 


infections. 


4. Gifts for family members: | 


Must be kept in Unit officer’s office and boxed up in front of Officer. 


5. Compacts containing glass: 


Glass to be removed before offender may receive. 


6. Coffee tins, etc: 
To be placed in alternate containers before offender may receive. 


To be done during Canteen Pass. 
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“ N aturel juices, plug-in air fresheners: 
Not allowed. 


No more than 10 Food items in the room. 


8. Baskets: 


To be counted as a container. 


9. Clothing: 


Offender initials to be written on tag at time of Canteen Pass. 


10. Inventory Items: 


AO number to be engraved before offender receives the item. 


11. Lay-ins: 


If on lay-in, to receive Canteen at next mail pass. 


12. Failure to show for Canteen Pass: 
In an offender fails to show up for Canteen Pass, to receive Canteen at the 
next scheduled mail pass. This would exclude absences due to Program or 


work assignment. 
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SECTION 3 


Housing Unit Rules | 
Count > 
Fire 
Food Service — 
Meals 
Receiving Packages 
Outgoing Packages 
~ Medical Rules 
Resident Advisory Council 
Hobby Craft 
Weight Ronn 


Allowed Yard Items 


AWN 


Unit Rules and Regulations 


. Inmates will perform only those maintenance jobs assigned to them. 
. No tobacco products. 


Knock and then be invited into an office area before entering. 


. Do not step in to the ‘Blue” area surrounding Control or call out to the Control Officer. 


Wait to be acknowledged by the Control Officer. 
One Inmate at a time in the CO office. 


. Inmates shall not communicate with the other Unit through Control windows. 
. Photographs to be taken in the dayroom. This does not include the hallway near ‘A’ & ‘B’ Rooms. 


Must be approved by an Officer before being mailed out. 


. Inmates will not sit on laps, hold hands, lean, snuggle or have any physical contact with one another. 


Fire exits to remain clear at all times. 


. Must be properly attired when in the Dayroom. To wear some type of clothing while in bedrooms. 

. Inmates shall not lie on or place feet upon furniture, walls or windows. No sitting on tables, lying on floor. 
. Dayroom lights on at all times. 

. Must sign in and out on the movement board located in the dayroom. Do not erase or sign another inmates 


name on the board. 


. Dayroom television will be pulled for 24 hours if left on and no one in the room. 

. Ironing allowed in the dayroom only. 

. All personal items must be stored in provided footlocker/storage areas and sink top. 

. Inmates are not allowed in each others rooms at any time. 

. No knocking or visiting at the door of another Inmates room. 

. Inmates are not permitted on another Inmates bed. 

. Assigned housing room doors to be closed at all times, unless permission is received. 

. Drapes/window blinds will be closed at darkness and may be open during daylight hours. 


Inmates may not wave, gesture, communicate or expose themselves in any manner to anyone. 


. Eyebrow plucking, manicures etc to be done in bedrooms only. 

. No pictures or decorations to be taped or hung from walls, desks, headboards or doors. 

. Footlockers may be used as nightstands but not cluttered up. 

. Personal televisions will be pulled for 24 hours if left on and owner not in room. Will not receive 


write-up unless continues. 


. No braiding, combing, trimming etc of anothers’ hair without approved kite. 

. Towels, clothing etc are not to be hung from beds during lights-on hours. 

. One person at a time in a toilet or shower stall. 

. Do not place sanitary napkins etc. in toilets. To be wrapped and disposed of properly. 

. Phone and hallway bathroom use allowed on your assigned wing (hall) onty. 

. During ‘mandatory out-of-room hours’ per the Incentive Program, hall bathrooms are for toilet use only. 


No hairstyling, applying make-up etc. 


. Nothing to be taken from the Dining Room. 

. No talking, running or pacing in the hallways. 

. No vacuuming in the hall while someone on the phone. 

. Med line is to be quiet and orderly. TV to be turned down or off. 

. High Side-one Inmate at a time in the kitchen and laundry room. 

. Cleaning supplies to be returned to proper storage areas. 

. ID tags are to be worn on the pocket or neckline of uniform. 

. Do not disfigure or attach anything to your identification tag or computer pass etc. 
. No profanity. 


‘A’, ‘B’ and ‘D’ room doors are to be open when occupied. 


. No video watching in Low Side ‘A’ unless approved by programming staff. 

. You are expected to follow any reasonable directive from Officers/Staff. 

. Headphones will not be heard from 4 feet away. 

. Count line is to remain quiet and orderly. No working on hobby projects etc. 
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Court: 


Counts are conducted throughout the institution every day. Counts are necessary 
to insure the safety and security of the public, institution and inmates. There are 
two types of counts: Formal and Informal. Informal counts can be called by staff 
at any time. 


Formal Counts: 


6:15am ‘ Housing Units Day Room 
11:00am Housing Units Day Room 
3:30pm Housing Units Day Room 
11:00pm Inmate Rooms 


Count will be conducted during the night: Times will vary due to security 
justifications and Supervisors discretion. 


When and announcement of “ All Inmates to Day Rooms for Count” are 
announced on the public address system, all inmates must return to their housing 
unit and stand for count in the Day Room. When an announcement of “count” is 
announced on the public address system, inmates who are not cleared for out 
count must return to their living unit. Out Count is defined as, any inmate who is 
cleared by a staff member while under direct supervision at work, programming, 
medical and transport. It is the inmate’s responsibility to verify with the 
supervising staff member they are marked on the OUT COUNT. 


** Interference with count will result in the inmate receiving a disciplinary 
Infraction Report. 


Fire 


When the fire alarm goes off inmates are to follow the following procedure: 


1) Report to your assigned day room 


If you are in your assigned housing room inmates then must: 
1) Put on shoes, coat and take your blanket with you. 


2) Look around the room to verify that everyone is preparing 
To leave the room. 


3) The first person to the hallway fire doors must hold the door open to 
allow other inmates access to the day room. | 


4) Stand for count and do not talk. 
5) Wait and listen for directions from staff. 


In all other cases wait for staff directions. 


Food Service 
Dining Hall 


All inmates are required to go to meals except holiday/weekend/early morning 
breakfast or unless medically cleared. Inmates will line up quietly and orderly, in 
alphabetical order. Inmates will be in appropriate attire for dining room. This 
includes uniforms, brassiere, shoes and socks. Inmates will be counted as they 
enter the dining room. Inmates will get her own plastic ware, napkin and tray 
before proceeding through the serving line. Inmates will be served the same 
portion of the prepared meal unless otherwise ordered by the medical staff. 


Inmates may sit at a table of their own choice unless assigned seating is necessary 
for security reasons. Once the inmate is finished eating, she will take her own 
tray to the dish washing area and return to her seat. The time allotted for each 
meal period is a maximum of 25 minutes. At the discretion of staff, this time can 
be shortened at any time. 


The supervising staff member will announce, “Line Up” the inmates must line up 
to the door to their housing unit. Staff will conduct a count once entering the 
housing Unit. 


Inmates are expected to eat in an orderly manner. Any breach of security, overly 
loud noise or disruptive behavior will be addressed immediately. No food item 
drinks and materials such as a walkman, comb books or cups will be taken to or 
from the dining room. 


Meal Schedule will be posted in each housing unit 


WOMEN’S CORRECTIONAL CENTER 


POST ORDER 


TITLE: Meals 


Post Order Number 501 


EFFECTIVE DATE: aun Wana 


RE: Inmate meal procedure 
DATE:__@ \)\ 77 


The following procedure is to be followed whenever inmates are taken 
into the dining room for meals. 


Person Responsible Action To Be Taken 


Inmate 1. All inmates are required to go to meals except 
holiday/weekend early morning breakfast, or 
unless medically excused. 


AUTHORIZED SIGNATURE: 





2. The inmates will line up quietly and orderly, in 
alphabetical order, or reverse alphabetical order 
outside of the unit door leading to the dining 
room when the meal is announced by staff. 


3. Each inmate will be in appropriate attire for the 
dining room. This includes: uniforms, brassiere, 
shoes, and socks. 


4. The inmates will not take personal effects into the 
dinning room. (ie. cups, books, combs, walkman, etc.) 


Staff escorting 5. The inmates will be counted as they enter the dining 
room. This count will be radioed to the Control Room 
Officer. 


6. Inmates are not required to take a tray. They may also 
utilize the salad and beverage areas before going through 
the serving line if they wish. 


Inmate 


Assigned Staff 


10. 


12. 


13. 


14. 


Action To Be Taken 


. Each inmate will get her own plastic ware, napkin, and 


tray before proceeding through the serving line. 


Each inmate will be served the same portion of the 
prepared meal unless otherwise ordered by the 
Medical Department. 


Inmates may sit at a table of their own choosing unless 
assigned seating is necessary for security or disciplinary — 
reasons. 


As soon as the inmate has finished eating she will take 
her own tray to the dish washing area, put her plastic 
ware in the designated container and return to her seat. 


The time allotted for each meal period is a maximum of 
(25) minutes per shift. At the discretion of the kitchen 
staff or officers, this time period may be shortened 
appropriate to the majority of inmates finishing their 
meal before the maximum allowed time has passed. 


The assigned staff will announce, “Line Up” and the 
inmates will line up at the door to their unit. No extra 
time will be allowed for late arrival of individuals or the 
unit unless prior arrangements have been made with the 
Food Service staff. Assigned staff will count the inmates 
again as they return to their unit and radio the count to 
control. 


No food items or drinks will be taken back to the unit 
by the inmates unless authorized by Food Service Staff. 


Assigned staff will ensure that the inmates eat in aa 
orderly manner. Any breach of security, overly loud 
conversation, or disruptive conduct will be addressed 
immediately with a warning and could include being 
asked to return to their unit and an infraction report. - 


MEAL SCHEDULE 
MONDAY THROUGH FRIDAY 


LOW 7:00:-A.M. - 7:25 A.M. 
HIGH = 7:30 A.M. - 7:55 A.M. 


LOW 12:00 P.M. - 12:25 P.M. 
HIGH 12:30 P.M. - 12:55 P.M. 


LOW 5:00 P.M. - 5:25 P.M. 
HIGH 5:30 P.M. - 5:55 P.M. 


SATURDAY AND SUNDAY 
LOW & HIGH 7:00 AM. - 7:25 A.M. 
LOW 11:15 A.M. - 11:40 A.M. 
HIGH 11:45 A.M. - 12:10 P.M. 


LOW 5:00 P.M. - 5:25 P.M. 
HIGH 5:30 P.M. - 5:55 P.M. . 


The order of the unit times will be changed on a yearly basis 


MONTANA WOMEN’S PRISON 


INMATE PACKAGE RULES 


1 RECEIVING PACKAGES 


Je 


PACKAGES ORDERED FROM VENDOR 


ls A KITE listing what, from whom, and how much it costs will be 

submitted to the Property Supervisor prior to placing any package 
iso Worders. 

ps Once the kite is approved then the Inmate may submit a money request 
along with the approved KITE and proceed with the order. 

ey Inmates have a $50.00 a month limit on orders, excluding canteen 
orders. The Property Supervisor may approve requests for over this 
amount on a case by case basis. 


PACKAGES FROM APPROVED VISITORS 


ifs Inmates may receive packages from approved visitors three times a year. 
a. Christmas (18 December to 01 January) 
b. Inmates birthday (7 days before and 7 days after) 
(1) If birthday falls with in thirty days of X-mas then may 
choose another day. 
c: One other time of Inmates choice (7 days before and 7 days after) 


ee, All items must new and have the sales receipt with them. 
PACKAGES IN THE FIRST 30 DAYS 


Inmates may receive packages from Seambipt in the first 30 days and the 
allowed items may be used. 


ALLOWED ITEMS 

ils Approved visitors: 
Walkman Headphones Bed lamp Clock 
Hair dryer Curling iron Clock radio Fan 
Batteries Watch Rings Shoes 
Earrings Religious medallions Sunglasses Boots 
Hair ties etc. Hygiene bag Combs & brushes  Q-tips 
Cotton balls Buff puff pads Emery boards Mirror 
Tweezers Nail clippers Electric razor 


Mirror Eyebrow pencil sharpener 


Plastic bowls Pens/pencils Storage containers 


Drinking cups Stationary Binders 
Photo album Address book Picture frames 
Jewelry box Power strip Extension cord 


2, Approved Vendors 


All of the above plus: 
TV’s Stereo Glasses Afghan 
Contacts Hygiene products Make-up Blanket 
Pillow Egg shell Footlocker Books 
Pocket folders. . _Cassettes/CD’s Magazines Canteen 
Newspapers Hobby items 

3, Items that may be sent in used in the first 30 days: 
Hair dryer Curling iron Clock Watch 
Clock radio Jewelry Glasses/sunglasses 
Brushes Photo album Address book Combs 


E, ADDITIONAL RULES 


a All items will be marked with either an engraver or with a permanent 
marker. 


a Shades of allowable purple are posted in the CO’s office. 
Il. OUTGOING PACKAGES 
A. All items going out through either the mail or through visiting will have a 


signed KITE from a property officer and will be inspected prior to sealing the 
package. 





MONTANA WOMEN’S PRISON 
POST ORDER 
TITLE: Outgoing Packages 


RE: Procedure for sending out Inmate’s Packages. 






AUTHORIZED SIGNATURE DATE_ 3 \#4\77 


To allow the Inmates to send out excess and unwanted property. 


Person Responsible Action To Be Taken 
Inmate 1. When an Inmate wishes to send out Property, 


they will fill out a written request (KITE) to a 
Property Officer, telling them what is to go out 
and how they wish to send it, either through the 
mail or through visiting. 


Property Officer . 2. The Property Officer will inspect all items to 
ensure that: 
a. They are appropriate to go out 
b. They don’t violate security or rules of M.W.P. 
c. They are wrapped and addressed properly 
d. Have been taken off of Property file 


3. If going out by mail: 

a. Weigh package and determine postage( if 

over 5 Ibs use nurse’s scale) 

b. Have Inmate place stamps on it or have a 

money request slip with it 

c. If using money slip than set the postal meter 
to the correct amount and run a self stick 
label through it and then attach the label to 
the package. Fill out the amount of the 
postage on the money slip and sign it then 
place the completed money slip in the VSC’s 
mail box. 

d. Place the package with the appropriate 
postage on the front counter so the Mailman 
can pick it up. 

e. Record the transaction on the KITE record in 
the property file and update Property 


Person Responsible 


Visiting Officer — 


Property Officer 


Property Supervisor 


Action To Be Taken 


Inventory sheet. 


4. If going out through visiting: 


a. 


b. 


Place package in the property room with the 
original approved kite attached to it. 

Log the package on the package log clip 
board 


. On day of visit place package in visiting for 


visiting officer to give to visitors as they leave 
and update package log clip board 


. Ensure KITE is signed by visitors showing 


they picked the package up and return KITE 
to Property Officer 


. Record the results on the KITE transaction 


record, located on the right side of the 
Property file, have the Inmate initial that the 
items went out and then destroy the KITE. 


. All questionable items will be referred to the 


Property Supervisor. 


MEDICAL RULES AN LATIONS 


1. As anew intake to Women’s Corrections you will receive a medical history form which needs 
to be completed by you as soon as possible. You will be seen by a Nurse usually within the first 
day of admission. If you need routine medications, let the Control Officers know immediately so 
the medications can be obtained for you. A complete history and physical will be done soon 
after intake. Dental and Eye Exam appointments will be made for you and will be done as soon 
as possible. 


2. Women’s Corrections has a part-time Nurse and Physician Assistant. The Nurse is here 
Monday through Friday mornings. The PA is available two mornings per week. You may 
request to be seen by submitting an Inmate Request (KITE) or by advising the Control Office. 
Appointments will be scheduled by the Nurse. 


3. Inmates are to submit an Inmate Request to the Control Office with any medical, dental, eye 
exam requests. They should be addressed to the Nurse. Please state your problem specifically 
and thoroughly. The Nurse will evaluate the KITES on a daily basis and you will get your 
response on the yellow copy. KITES without specific problems will be returned to you. 


4. A part-time Psychiatrist is available. Inmate requests for psychiatric care should be forwarded 
to the Program Manager or the Nurse stating the specific need. 


6. Medication times. 

A. Medication times vary slightly depending on the unit you are on. In general, routine 
medications will be passed at 8 A.M. and 8 P.M. PRN medications are offered at 8:00, 12:00, 
4:00, and 8:00 P.M. and through the night if absolutely necessary. 


B. At the times that PRN medications are offered through the Control Officer you must 
sign for your medications on the back of the Medication Administration Record. 


C. Medications must be taken as ordered or a” Treatment Refusal Form” must be signed. 
7. It is important that you understand that you are responsible for your health needs. You must 


KITE when you need medical services, you are to present yourself at medication times for your 
medication and follow the directions of the medical care provider. 


to. 


8. The medical rules and regulations are to help you know and understand the policy under the 
Montana Women’s Prison medical department functions. The KITE is your line of 
communication, so please use it. 


B. Hansen, RN 
Medical Department 
Montana Women’s Prison 
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I have read and understand the Medical Rules and Regulations for the Montana Women’s Prison. 


Signature Date 


Return this portion to the Medical Department 


TITLE: Lay-in Procedure 
Post Order Number: 403 
RE: Inmate Lay-ins 


AUTHORIZED SIGNATURE: 


WOMEN’S CORRECTIONAL CENTER 


POST ORDER 





Inmates will be allowed to take Lay-ins per the following procedures: 


Person Responsible 
Control Officer 


Nurse 


Control Officer 


Action To Be Taken 


Inmates must fill out a Lay-in form to request 
a lay-in. The Control Officer will forward the 
request to the Medical Department. 


Inmates will follow their normally scheduled procedures 
until seen by medical personnel. 


The nurse on duty will determine the seriousness of the 
inmate’s condition, and the need for a lay-in 


If lay-in granted; Place the inmates’ name, date and 
time a) on the movement board in dayroom and b) in 
the Shift Log under the “Medical” heading. 


There are no partial Lay-ins- only full lay-ins for no 
less than twenty four (24) hours. 


The inmate may be placed in the observation room. If 
not, the inmate will be restricted to her room. 

and is not to leave her room unless directed to do 

so by Staff. 


1. Inmate(s) will report to control and fill out 
lay-in form. 


2. The supervisor or Duty officer will approve or disapproye 
the inmate’s lay-in request. 


3 If approved, inmates are restricted to their 


rooms for twenty four (24) hours. 


Medical Staff 4. Medical personnel will evaluate inmates on lay-in 
status. 


5. Inmates on a lay-in will not attend count, scheduled 
classes, programs, meals or medication passes. 





WOMEN’S CORRECTIONAL CENTER 


POST ORDERS 
TITLE: Medication Pass 
Post Order Number 404 
EFFECTIVE DATE:_2_\s5\// 
RE: Medication Pass Procedure 
AUTHORIZED SIGNATURE: ©@LZ DATE:_ 2 \ 4% ww Z 


The following procedure is tobe followed whenever any medication is passed: 


PERSON RESPONSIBLE ACTION TO BE TAKEN 





Med Pass by Security Staff: 
Floor Officer Conducted from each CO Station, utilizing the half-door. 


“Ordered” meds are passed first, and in alphabetical order. 
Inmates may then line up again for “PRN” meds. 
1. Obtain meds from Control. 


2. Observe the inmate initial the Medication 
Administration Record ( M.A.R.) verifying; the correct 
medication, time and date have been initialed. 





3. Obtain the medication. Read the directions on the medication 
label to verify the; medication, time and dose corresponds 
with the direction given on the M.A.R. 


4. Closely observe the inmate. If the medication is in a blister 
pack; the inmate will draw a circle around the pill, initial and 
date near the circle. (Medications taken from blister packs are 
to be taken in reverse numerical order). 


M8 


. The Inmate will then place the medication in a clear medication 
cup. Verify the correct medication and dose has been placed 
in the cup. 


. The inmate will then take the med with water, unless otherwise 
ordered. 


. The inmate is required to drink the entire cup of water, show 
you the empty drink and medication cup. Both cups to be 
disposed of before leaving the line. 


. Visually inspect the Inmates mouth, having her lift her 
tongue, assuring the med has been swallowed. 


P.R.N. (take as needed) MEDICATION: 


The inmate will record the; Date, time, medication, reason, 
and initial, on the back of the M.A.R. 





Please made exceptions to PRN medications that need to be 
given off-regular scheduled med times. 

Example; Ventolin Inhaler, Migraine headache and heart 
medications. 


Controlled Substance: A ‘Controlled Substance Sheet’ will 
be attached to the Blister Packet with a rubber band. 
The inmate will fill out the Controlled Substance 
sheet, recording the; Date, time, #start, # given, # left and 
initial the sheet. You will then verify this information and 
initial the sheet. All CO’s who initial this sheet should - 
sign once on the top of the form. 





Empty Blister Packets are to be placed in the Control med 


drawer. 


Return meds and MAR’s to the drawer in Control 
immediately. 


Report any concerns about meds to the Supervisor. 


If at any time you are in doubt about the time, dose or order, 
DO NOT pass the medication. Report to the Supervisor or 


contact the On-Call Nurse. 


Responsible Person Action to be Taken 


Med Pass By Medical Staff 


Nurse 1. Med pass will be conducted from each Officer Station. 
Floor Officer 2. Remain in the Dayroom Area, keeping the line quiet and 
orderly. 





3. When new medical staff are passing meds, stand near the 
Inmate who is receiving meds and observe the procedure. 





ort 


WOMEN’S CORRECTIONAL CENTER 
POST ORDER 
TITLE: Resident Advisory Council 
Post Order Number: 608 


RE: R.A.C. Procedure 





AUTHORIZED SIGNATURE: 


The Inmate Unit Government is’definéd as a Resident Advisory Council or RAC. 


Person Responsible Action To Be Taken 
Inmates The function of a R.A.C. Representative is: 


1. To act as a liaison between the inmate 
population and W.C.C. staff and Administration. 


2. To manage the Inmate Welfare Fund. 
3. To coordinate Inmate activities. 


4. To organize and promote projects to enhance the Inmate 
Welfare Fund. 


5. Hold weekly meetings with the entire population. 


ALL RAC MEETINGS ARE MADATORY FOR ALL INMATES 


Staff The Volunteer Intern Canteen Coordinator (VICC) will: 
1. Assist in coordinating meetings. 
2. Review eitta cial requests. 
3. Facilitate Community Service ifects. 


4. Bring issues concerning R.A.C. to the attention of the 
Representatives. 
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Inmates Unit Government meetings will: 


1. 








r 


Send an agenda for weekly R.A.C. meeting to the 
Warden. 


Be open to all W.C.C. Inmates and Staff. 


a. Closed meetings must be pre-approved 
in writing. 


Have role taken at each meeting. 
Begin with the reading of the last meetings minutes. 
Allow only one person is to speak at a time. 

a. Speak respectfully and courteously. 

b. Listen respectfully and not interrupt. 
Rotate representatives to officiate the meetings. 
Disruption of the meeting or failure to 
follow rules of the meeting will result in removing the 
Inmate from the meeting and disciplinary action. 


The proposals must contain two (2) essential elements: 


a. Problem b. Solution 


Inmates Elections: 


Inmates will nominate a minimum of two (2) 
candidates to run for any vacant seat. 


Candidates will give a brief speech. 


Elections will be supervised by Staff, with a closed 
ballot format. 


The candidate receiving majority of the votes will win 
the election. 


Inmates must have a minimum of thirty (30) 
days clear conduct prior to being elected. 


Members are elected for a three (3) month term. 


Their are three (3) representatives from each unit 
and one from Mental Health. 


WOMEN’S CORRECTIONAL CENTER 
POST ORDER 


TITLE: Hobby Craft Program 
Post Order Number: 607 


RE: Hobby procedures 







DATE: 3 \as\ 77_ 


To allow for the participation in the Hobby Craft activities by the inmates of the 
Women’s Correctional Center while controlling the use of materials and equipment 
involved and assuring the maintenance of adequate security and control of the facility. 


AUTHORIZED SIGNATURE 


Per R ibl Action To Be Taken 


For the purpose of this Post Order the following 
are defined as approved Hobby Crafts: 


Sewing Crocheting Latch hook 
Painting Needle Point Embroidery 
Macrame Braiding Plastic canvas 


Bead work Cross Stitch Drawing 


Participation in Hobby Craft activities must be 
in compliance with the following criteria: 


Hobby Officer 1. The Hobby Craft program is under the direction of the 
Hobby Officer. Hobby permits shall be issued by the 
Hobby Officer or designee. 


2. All materials and equipment are subject to the approval 
of the Hobby Officer or designee. 


3. All questions concerning hobby materials, equipment, 
and use shall be decided by the Hobby Officer and his/ 
her decision will be final. 


4. Inmates classified as minimum or medium will be 


limited to two (2) hobby permits at one time. 


Residents classified as close will be limited to one 


to one (1) hobby permit. 


5. All hobby permits are good for a maximum of ninety 
(90) days. 











Person 


Inmate 


n 


10. 


11. 


12. 


13. 


14. 


2S: 


16. 


ction To Be en 


Residents are responsible for updating their hobby permit 
if the permit has expired. : 


All materials and equipment must be itemized on the- 
hobby permit. 


Each inmate must purchase her own materials and equip- 
ment. All tools must by marked with residents’s AO 
number if physically possible to do so. 


Inmates are to do their own work . If another 

resident is found doing another’s hobby work disciplinary 
action including confiscation of project and a temporary 
loss of Hobby Craft privileges may result. 


Inmates are responsible for the care and control of all 
authorized materials and equipment. Any lost, stolen, 
or broken materials or equipment must be reported to 
the Hobby Officer or designee immediately. 


All materials and equipment will be kept in a designated 
area. Materials and equipment may be kept in a card- 
board box no larger than a canteen box. 


Upon completion of a hobby project the inmate must 
turn in the appropriate hobby permit to the Hobby 
Officer. This must by done before a new permit for an 
additional hobby project will be issued. 


All materials and or equipment may be purchased through 
the Hobby Store or through an approved vendor. 


Materials and equipment shall not exceed a reasonable 
amount as determined by the Hobby Officer or designee. 


All finished hobby items are to be sent out within ten (10) 
days through the property officer. 


Hobby contracts or transfer of any hobby items between 
residents is strictly forbidden. 


Person Re 


Hobby Officer/ 
Inmate 


ible 


18. 


19. 


20. 


Action To Be Taken 


. Finished hobby items may be sold through authorized 


outlets or by approved hobby contracts only. 


In event that an inmate is moved to a different housing 
unit all hobby materials and equipment are to be turned 
into the Hobby Officer for review. Only those hobby 
permits approved for a particular living unit will be 
allowed. 


When a inmate is leaving the institution she must take all 
her materials and equipment with her. Unless the items 
are donated to indigent. 


Completed Hobby Items will be sent out by the Hobby 
Officer according to ‘Out-Going Package’ Post Order. 























WOMEN’S CORRECTIONAL CENTER 
POST ORDER 
TITLE: Weight Room 


RE: Inmate Weight Room Procedures 






AUTHORIZED SIGNATURE: DATE fea 7, 
The following procedure is to be foflowed whenever inmates are allowed to use the 
weight room. 


Control Officer 1. Weight Room will be offered 
whenever their is staff available, from 1900 


to 2000 or at a time designated by the 
Supervisor on duty. 


2. Announce weight training over the PA 
system and then put out the sign up sheets 
which are located in the file box in control. 


Weight Room Officer 3. At the appropriate time, line up inmates 
on the low side and compare names on the 
board with the names on the sign up sheets 
and count the inmates as they pass through 
the door. Do the same for the high side 
inmates and radio control with the number 
of low side and high side inmates into the 
weight room. 


4. Position yourself where you can monitor the 
inmates, keeping an exit route clear, and 
not have inmates passing behind you. 


5. The Weight Room Officer may not work 
out with the inmates, but may provide 
assistance and guidance as necessary. 


6. The below listed rules will be enforced: 
a. Absolutely no horse play. 
b. Weight Room Officer has final say on 
who, what, and when equipment may be 


Person Responsible 


Weight Room Officer 


Action To Be Taken 


used. 

d. Punching bag, jump ropes, hand 
grippers, dumbbells, and exercise 
matts may be used in the gym as long as 
the officer can monitor them through 
the windows, no other equipment may 
leave the weight room. 

e. Unsafe or questionable exercises will not 
be done. 

f. Inmates may record their results in the 
binder located in the desk. 

g. Inmates wanting to leave early will do so 
at officer convenience. 

h. The stereo volume and music selection 
will be controlled by the Weight Room 
Officer 


8. At the conclusion of the exercise period: 


a. Have inmates replace weights and clean 
room. 

b. Fill out weight room inventory sheet and 
file in desk. 

c. Secure weight room and escort inmates 
back to their units. 

d. Radio control and let them know how 
many inmates back and that weight 
room is “all secure”. 





WOMEN’S CORRECTIONAL CENTER 


POST ORDER 


TITLE: Allowed Yard Items 
Post Order Number: 206 
EFFECTIVE DATE: 6 —! -77 
RE: Items Bee eater yard 


AUTHORIZED SIGNATURE: 


DATE: b Nef Aaa 


To establish rules and regulations for inmates attending yard recreation. 


Action To Be Taken 


Correctional Officer Allowed Items: 


1. 


2. 


3. 


One (1) coat or cover-up shirt. 

One (1) towel 

Walkman 

Two (2) cassettes or C.D.’s 

One beverage container 

One (1) suntan lotion-medically approved. 
One book. 

One (1) writing instrument and paper. 


Hat and sunglasses 
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